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ART Users Guide Changes

NPA Tracker chapter has been updated. It now includes an expanded
description of the NPA viewer and information about other ART tools
that can be used to view NPAs.

RPA Tracker chapter has been updated. It now includes an expanded
description of the RPA viewer and information about other ART tools that
can be used to view and track RPAs.

Review and Analysis chapter has been updated. It includes coverage of
the timeliness reports that are now available (in addition to population
statistics).

Helpdesk:

e The Pay Problem Reporting Tool User Guide, previously a separate
Word document, has been appended to the end of the Helpdesk
chapter.

o A “related tools” section has been added referring to accessing
helpdesk tickets through the My Stuff tool.

Inbox Statistics: “related tools” section has been added referring to

accessing Inbox Statistics through the My Stuff tool.

My Stuff chapter has been added.

Pay Data chapter has been added (this is very brief and points to the Pay

Problem Reporting Tool section of the Helpdesk chapter).
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Changes:

e The ART Users Guide has been revised to match ART version 1.1 which
was released to users in late 2002. The basic sequence of the Guide has
been changed to match the sequence of entries on the ART main menu.

e References to the "Modern System" and "Modern DCPDS" have been
changed to just "DCPDS" (Defense Civilian Personnel Data System).

e The Introduction and Getting Started chapters have been combined into
one "Introduction" chapter providing general information about ART and
covering logging in, navigating, and the expanded (version 1.1) toolbar.

e Information on FASCLASS (now located in the "Centralized
Applications" section of this Guide) has been updated and makes
reference to the FASCLASS Help system for more information.

e Information on the SF50 History Database has been added to the
"Centralized Applications" section of this Guide (it was formerly part of
the DCPDS Desk Guide).

e The Employee Data section has been updated and includes some cross
references.

e Limited information about DCPDS and the CSU Application is now part
of the "External Applications" of this Guide. Links are provided to the
DCPDS Desk Guide which contains much more extensive information
about both these applications.

e The Inbox Statistics II chapter has been modified to reflect how this tool
works in ART 1.1. Inbox Statistics II is now the default selection for all
ART users. The former chapter on Inbox Statistics has been removed
since this tool has been superseded by Inbox Statistics II.

Changes are continued on the next page.
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The following sections are being revised or under development:

e My Stuff
e Pay Problems
e Suspenses

The following sections have remained essentially unchanged from the
previous version:

Gatekeeper (which is part of the DCPDS Desk Guide).
Helpdesk

NPA Tracker

OPF Tracker

Organization Structure

Pay Data

Phone and Email List

RPA Tracker

The Gatekeeper Checklist section of the ART Users Guide has been moved
into the RPA section of the Modern DCPDS Desk Guide so that users do not
need to refer to both guides when initiating an RPA and a gatekeeper
checklist.

Gatekeeper chapter:

e Additional links to more information have been added to the "Using the
Gatekeeper checklists with an RPA" step-action table (this is the same
table that is used in the Request for Personnel Action section of the
Modern DCPDS Desk Guide).

e The role of the CPAC generalist has been clarified as being more
advisory.

e The RM role in completing the checklist has been modified to indicate
that management can complete RM questions if that is the way the
activity works.

e Sample gatekeeper questions: CPAC sample questions have been
removed.
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Introduction
Contents This section covers the following topics:
Topic See Page
Purpose and use of this guide 6
What are Army Regional Tools (ART)? 6
Relationship to Modern DCPDS 7
Accessing ART 7
ART Users 7
Getting Help 8
Terms 8
Purpose and This guide provides systematic, step-by-step instructions for using the tools
US(’: of this available in ART. The guide is for use by Civilian Personnel Advisory
Guide Center (CPAC) staff members, Civilian Personnel Operations Center (CPOC)

staff members, managers, supervisors, resource management officials,
administrative officers, commanders, and other designated users.

What are Army ART is an integrated, web-based package of applications and links providing
Regional Tools  access to various automated tools needed to manage the Army civilian
(ART)? workforce.

e ART has its own built-in applications to assist managers and other
users in managing the civilian workforce. These include tools to view
employee, position, and organizational data, tools to assist in
requesting and tracking personnel actions, and many others.

e The ART main menu also provides links to a number of centralized
and external civilian personnel management applications, including
DCPDS, the CSU Application, FASCLASS, and the SF50 History
Database.

See the following table for a brief description of the current tools:

ART Main Desription
Menu Selection
Centralized Links to FASCLASS and the SF50 History Database
Applications

Employee Data | Provides access to data about employees and their
position, organization, and personnel actions.’

External Links to DCPDS and the CSU Application.
Applications 11




Army Regional Tools (ART) Users Guide

Gatekeeper

Automated checklist that prompts users to provide
information relevant to requested personnel actions.
More information is available in the Request for
Personnel Action chapter of the DCPDS Desk Guide.

Headquarters

Headquarters Army Regional Tools -- ART tools that
draw on a combined database from all regions (for
MACOMs and other HQ elements).

Helpdesk

Tool used to report and/or work ART problems, pay
problems, QC, suspenses, etc.

Includes the pay problem reporting tool which is used to
report and track problems with employee pay, benefits,
or entitlements which has a separate guide which is not
yet part of the ART Users Guide (available on the home
page of the ART Users Guide
(www.cpocma.army.mil/artguide).

Inbox Statistics
I

Provides information on timeliness of processing
personnel actions (formerly known as the Red-Amber-
Green report). This tool can provide consolidated
information by region, CPAC location, Command,
Inbox Sub-Type, or Inbox Type. It also provides access
to individual RPAs.

My Stuff

Provides CPOC personnel with access to Inbox
Statistics, Suspenses, Helpdesk, and Organization
Structure tools, tailored to the user's organizational
location in the CPOC (branch, division).

NPA Tracker

Tracks NPAs (SF50s) processed in modern DCPDS.
Provides NPA data, related information (e.g., position
data), status, and history.

OPF Tracker

OPF Tracker is a link to the OPF Tracker application,
which is a tool used by CPOC and CPAC staff to keep
track of the location of employee Official Personnel
Folders (OPFs).

Organization
Structure

Provides information about organizations, i.e., number
of organizations, vacant and encumbered positions, etc.

Pay Data

Provides pay data information such as IVRS interface
problems, pay data rejects, pay data reverse interface
problems, and pay data transaction (W3L) reports
(primarily for CPOC users).

Pay Problems

This chapter is under development.

Phone and Email
List

Provides phone number(s) and email addresses of ART
users in the region. They can be searched by command,
user type, CPAC (installation), or name.

RPA Tracker

Tracks RPAs processed in modern DCPDS. Provides
RPA data, related information (e.g., position data),
status, and history



http://www.cpocma.army.mil/artguide)

Relationship to
DCPDS

ART Users

Getting Help
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Review and Provides management information such as supervisory
Analysis ratios, PATCO (professional, admin, tech, clerical,
other) breakdowns, minority/non-minority and
male/female statistics, etc.

Suspenses This chapter is under development.

DCPDS is the system of record for Army civilian personnel. Army Regional
Tools (ART) has a direct interface with DCPDS which provides both real-
time information and information that is refreshed during overnight updates,
depending on the tool. See the sections on specific tools to for more
information.

Anyone who has access to DCPDS can get access to ART. As with DCPDS,
different users have access to different tools within ART and to different sets
of records. Supervisors and managers will have access to information for their
subordinate employees only. CPAC personnel can only access information
relevant to serviced activities at their installation. ART is a web-based
program; therefore, users need a browser to access ART.

The Information Systems Division of each CPOC controls the levels of user
access. The following is indicative of typical user access:

e CPOC and CPAC Personnelists in all functional areas.

e Managers and supervisors who initiate RPAs and require access to
information pertaining to personnel actions, processing times, tracking
of RPAsS, etc.

e Resource management personnel who are involved in the RPA
process.

¢ Administrative personnel and personnel liaisons who need access to
RPA information in order to perform their jobs or who provide
personnel related-information to managers and supervisors.

Users should contact their servicing CPAC or the servicing CPOC’s
Information System Division Help Desk if assistance is needed in accessing
DCPDS or ART.

ART Login Process

10



Logging in

To gain access to ART, you must have a valid user ID and password. The
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systems administrator at the CPOC will provide the user ID, password and
website address you will need to access the tools. The user ID and password
are the same as those used to access the CSU Application. To change your

ART password, change your CSU Application password (see the CSU
Application chapter of the DCPDS Desk Guide).

Step Action
1 Enter your User ID and Password.
2 Click on <Click Here to Login>

; Army Regional Tools - Microsoft Internet Explorer

Army Regional Tools

i '.'.lJ-

I%vhg UseriD: |

Login Information

Password: |

Click Here Ta Login

Accessibility Help
and Information

l_ E | Intemet

N

11
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If this is your first time using ART, see Initial login (account
editor), page 13 (you will need to enter your phone and email
information).

e C(Click on <Proceed into System> to get to the ART main
menu.

e Click on <Change User Settings> to change your phone
number(s) or email address (see see Initial login (account
editor), page 13, below).

e Click on <Add to Favorites> to add the ART Internet address
(URL) to your Internet browser's list of favorite websites (you
will notice that the browser menu and toolbar are not available
when using ART).

; Army Regional Tools - Login - Microsoft Internet Explorer

Army Regional Tools

Successful login - Army Regional Tools

User ID: AG[?AAAASPCOQ'I
User Name: WERT GREGORY A
IP Address: 120114 13099
User Location: NORTHEAST REGION,
User Comm Phone Number:; 410-306-1729
User DSN Number: 458-1729
User Email Address: greg went@cpocma.army.mil

Proceed Into System »>> |

Change User Settings |

Add to Favorites |

N K

|&] Dore ’_E|Q Internet

You may occasionally receive pop-up messages upon logging in to
ART. These are from the system administrator informing you of
any scheduled down time, systems maintenance, holiday hours,
etc.

12
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Initial login Upon initial login, your ART account will not have phone numbers or an
(account editor) email address associated with it.

e To add your e-mail address and telephone numbers (or to change them if
they are incorrect), click on <Change User Settings>. Enter the requested
information (you can also change the background image on this screen).

e CPOC users should also complete the Branch, Division, and Servicing
Region blocks using the drop down menus (this will insure that the data
displayed when using the My Stuff tool is appropriate for your CPOC
location.

e Once you are done, click on <Edit Account and Go to Main Menu>.

<3 ART Account Editor - Microsoft Intermnet Explorer

Flease Edit Account Information

User ID: AGMAAASPCOZ2T
Comm Phone: [410 |30 _[1729

DSH Phone: |4EB _|1?29

Email: |greg.wert@c:pucma.army.mil
Background Image:

e e e e ik
ol 1ol e e e
e e e e o

Branch:l 'I Di'-.-'ision:l 'I Servicing Region: | 'I

Edit Account and Go to kain benu | L

Cancel Account Edit and Go to Main Menu

|&] Daore |_|T§|_|@ Internet

N

Main Menu

13



Main menu

Navigating in
ART
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The ART main menu provides access to the various ART links and tools:

'ﬁ Army Regional Tools - AGMAAASPCOZ1 - Microzoft Internet Explorer

Main
Menu

ART 1.1 BB R & A

=%

Navigation: Main

+ ART Testing

+ Centralized Applications
Employee Data

+ External Applications Il
Headquarters %

+ Helpdesk

+ Inhox Statistics I
NPA Tracker

+ Organization Structure
Phone and Email List
RPA Tracker

+ Review and Analysis

MWenu item Descriptions

[&] &my Regional Took - MORTHEAST REGION [ [Z) [ Intemet y

The actual selections on your menu will vary depending on your roles and
responsibilities -- managers and supervisors have a somewhat different menu
than personnelists, CPAC personnelists have different menu selections than
CPOC personnelists.

Selections on the main menu that are preceded by a "+" have subordinate
menu selections. When you click on one of these items, another menu is
displayed. For example, when you click on "Centralized Applications," the
following menu displays:

Mavigation: Main > Centralized Applications

FASCLASS
SF50 History Database

Menl ltem Descriptions

14
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e From here you can select either of the two subordinate selections
(FASCLASS or SF50 History Database).

e Notice the Navigation line at the top of the menu. This indicates where
you are in the ART menu hierarchy, and you can use any active links in
the hierarchy ("Main" in this case) to return to a previous screen.

e C(Clicking on "Menu Item Descriptions" opens a window that provides a
brief description of the menu selections:

/X Information - Microzoft Internet Explorer

Close Window %

FASCLASS
DA centralized web application FASCLASS

S5Fa0 History Datahase
Centralized web application

The ART Toolbar

Toolbar The toolbar provides general information about your location in ART as well
as a number of general-purpose icons.

| cument application |

E Army Regional Tools - AGMAAASPLOZ - Microsoft Intemet Explorer

ART 1.1 @ ‘!5 A TE Centralized

Applications
| Nm\_]:ﬂ'lun; Main > Centralized Qppliculiums

| Yersion number

| Havigation line |

Toolbar Icons:

Icon Function

Return to previous screen (you can also use the links in the
G navigation line)

15
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Return to main menu

Copy

Paste

Find

Print

Report error (opens a ticket for the Helpdesk where you can
report any problems you have encourntered in ART)
Make suggestion (opens a note to the ART developers)

> & |5 |EB |7 |

1.!

User preferences (opens the "Edit Account" window to change
your phone number(s), email address, or screen background
Get help (some topics available, others are under development)

Exit from ART

Frequently Asked Questions

How can I change my password for ART?
Your ART user ID and password are exactly the same as your CSU user ID and
password. If you change your password in the CSU database, your ART password will
also be changed. Log in with your new password the next time you log into ART.
How can I get assistance with a problem I encountered while using ART?
ART comes with a "Report Error" icon on the taskbar. Using this icon will generate a
helpdesk ticket.
What if I forget my CSU/ART password?

You will need follow your region’s procedure for getting your CSU password
reset.

How can I navigate from one tool to another?
Once you have logged into ART, you navigate between tools by using the "Back to Main
Menu" link and then select the tool you wish to use.

Can I be logged into DCPDS, the CSU Application, and ART at the same time?
Yes. You can be logged into all three applications at the same time. ART provides a link
to both DCPDS and the CSU Application. Once you have logged into either of these,
minimize your screen to return to the ART screen.

What is Headquarters Army Regional Tools?

16
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Headquarters Army Regional Tools (HART) is an enhanced version of ART. HART is
designed for us by HQDA staffmembers, MACOM Civilian Personnel Directorate staff
members, and other users who need to see consolidated data.

What is the Employee Data tool, and how can I benefit from using it?
The Employee Data tool provides employee information ranging from elected benefits,
position information, organization information, a link to completed NPAs and RPAs, and

more.

Terms and Acronyms

Terms and
Acronyms

The following are terms and acronyms used in this guide:

Term/Acronym Definition

ART Army Regional Tools

CMD or MACOM Major Command

CPAC Civilian Personnel Advisory Center

CPOC Civilian Personnel Operations Center

CPOCMA Civilian Personnel Operations Center Management
Agency

CSU Civilian Servicing Unit

CSU Application A read-only extract from the primary database
containing records of civilian employees. This
application allows the user to view data about a
specific employee or to run reports covering a group
of employees.

DCPDS Defense Civilian Personnel Data System. DCPDS is a
human resources information system that supports
civilian personnel operations throughout Department
of Defense. Also referred to as "Modern DCPDS" and
"the Modern System."

HQDA or DA Headquarters, Department of the Army

Legacy DCPDS The term used to refer to the older version of the
Defense Civilian Personnel Data System (DCPDS).
The legacy DCPDS is being phased out and replaced
by the modern DCPDS.

Modern DCPDS Modern Defense Civilian Personnel Data System.
DCPDS is a human resources information system that
supports civilian personnel operations throughout
Department of Defense. Also referred to as "DCPDS"
and "the Modern System."

NPA Notification of Personnel Action (SF-50)

RM Resource Management

17
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RPA Request for Personnel Action (SF-52)

SF50 Standard Form 50, Notification of Personnel Action

SF52 Standard Form 52, Request for Personnel Action

Smart Number Tracking number assigned to each Request for
Personnel Action.

SSN Social Security Number

18
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FASCLASS

Connecting to
FASCLASS
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Centralized Applications

Centralized Applications provides direct access to FASCLASS and the SF50
History Database. These applications are not part of ART, but are useful in
managing Army civilian human resources and hence have been included on

the ART menu for users' convenience. They are both maintained at HQDA.

From the ART main menu, select External Applications, then FASCLASS.

&} FASCLASS: - Microsoft Internet Explorer

J File Edit “iew Favortes Toole Help |

e o N a @ 30w

Biach FEarward Stop Riefrezh Home Search Favorites History

JAQdIESS I@ http: #/cpsfc. belvair. armay. milfasclassfinbos j o Go

PAC HNC SC SW NE WEST KOR EUR

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Automated System for Classification (FASCLASS) is a centralized database at HQDA that gives
access to active position descriptions and position related information throughout Army. Access to
data is restricted according to assigned user privileges .

If you have any sugoestions, please E-Mail us with your comments.

(3] ’_l_lﬂ Internet

a

19
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Using After accessing FASCLASS, proceed as you normally would to work in this

FASCLASS area or to search for the position description of your choice. There are two
levels of access to FASCLASS: general, unrestricted access which allows
you to view position descriptions, and restricted access which provides
additional capabilities such as creating and editing PDs. Instructions for
obtaining a user ID for the restricted access functions of FASCLASS are
available in the "Restricted Access" section of the Help menu (see below).

Help with For Help on using FASCLASS, click on the Help link within FASCLASS (on

FASCLASS the right side of the blue bar above). This provides access to the FASCLASS
Help system which includes an entire User Manual (in PDF format), a
downloadable Tutorial, and other basic on-line help information:

<3 FASCLASS Help - Microsoft Internet Explorer

Contents
Wiglcome to FASCLASS
Wiew User Marual -
Eefﬁmj:; o Welcome to FASCLASS L
@ Getting Around FASCLASS |
@ Public User Access ' Fully Automated System for Classification [FASCLA
@ Restricted Access web-based automated position classification records sy
which has been impleriented at all 10 Armmy regional Ci
Fersannel DperatinnsJCenters [CPOC). FASCLASS is ¢

Pl zentralized system maintained at HQDA. The applicatic
automates position descriptions (PD's), provides a sear
automated Master File of PD's, maintains automated res
competitive levels and competitive area logs, an archive
ahility to search Army wide, a multiple sort feature, an s

¥
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SF50 History Database

Purpose The "SF50 History Database" is a web-accessed SF50 repository that allows
modern DCPDS users to access a library of SF50s of their employees.

e SF50s in the database go back a number of years. SF50s that were
generated in the legacy (PPI) system are available, as are all new
SF50s that have been and are being generated in the modern DCPDS.

e The SF50s in the database can be viewed on screen, or printed. They
are displayed and printed as regular forms.

e SF50s are accessed by employee social security number.
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Different tools  There are several different tools available for obtaining SF50 information
from DCPDS and related applications. Each has a different purpose:

Application Description
DCPDS, Civilian Allows the user to track, display and/or print an
Inbox RPA, or an NPA (SF50)* if the RPA has passed

through that user’s inbox.

* NPAs are available once the action has been
processed and the effective date has passed.

DCPDS, Processes Allows the user to display and/or print an NPA
and Reports (SF50) or RPA for any employee in the user’s
organization. Does not allow for tracking an
action. Does not require that the action passed
through the user’s inbox.

SF50 History Allows the user to display and/or print an NPA for

Database any employee in the user’s organization. NPAs
can come from either the legacy or the modern
system.

ART: NPA Tracker Allows the user to view and print information
about any NPA (SF50) processed in modern
DCPDS for any employee in the user’s
organization. Includes tracking history and all the
data from the form itself, but not formatted into a
"form".

ART: RPA Tracker Allows the user to view and print information
about any RPA processed in modern DCPDS for
any employee in the user’s organization. Includes
tracking history and all the data from the form
itself, but not formatted into a "form".

Using the SF50 e  To use the SF50 History Database, you need a CSU Application account.

History The same security that is used for your access to the CSU Application is
Database used for the SF50 database (and you log in using the same username and
password).

e Follow these steps to access and use the SF50 History Database (the logon
screen for this application requires your user name and password, and you
must select your region from the drop-down menu):

Step Action

1 From the ART main menu, select External Applications, then
SF50 History Database.
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When the SF50 History Database Logon Screen appears, enter
your CSU username and password, select your region from the

drop-down menu on the logon screen, then click the indicated
button:

/Z} SF50 History Database - Microsoft Internet Explorer |- O] <]
J File Edit View Favortes Tools  Help |
L e A 0 2 R S 5 B
Back Forward Stop Refresh Home Search Favoites  History tail Size Print Edit
| Address [@] hiips /fopsapp belvoi.amy. mil/sf50/ defaut asp x| @60 “Llnks =
=
.
SFS0 History Database
Logon Screen
Username I
Password I
Region
Click Here To Logan I
Note: Use your CETT usernamelpassword from Modern DCPDE
H
|&] Done [ 18 [ ntemet A

On the SSAN Search Screen, enter the social security number of
the employee for whom you are searching (without hyphens), then
click on the indicated button. The employee must be part of your
organization (one whose record you would normally have
permissions to view in modern DCPDS or the CSU Application).

; SF50 History Database - Microsoft Internet Explorer [_ O] x]
J File Edt Vew Favoites Tools Help |
. = Al om0 E
Back Forwand Stap Refresh Home Search  Fawortes  History ail Size Print Edit
JAgdress I@ https: ¢ /cpsapp. belvair. amy. mil/sf50/ogin, asp j &G0 “ Links *
Bl
-
SEF30 History Database
SSAN Search Screen
S3AN of Employee: I
Click Here To Track SF50s |
Eeturn Back to Logon Soreen
-
/@] Done ’_ré_la Internet 4
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Once you enter an SSAN, a listing of the SF50s for that employee
displays, as shown. To view any of the SF50s, click on either the
[HTML] or [PDF] option in the view column. If you are going to
print a hard copy of the SF50, the PDF version provides a better
printed copy.

3 SF50 History Database - Microsoft Internet Explorer

B T

e & @3 [0 o 9 o4 3 B 5 N
Back Fariard Stop Refresh  Home ‘ Search  Favortes  Histoy | Mail Size Print Edi

jA@*esslﬂ hitps://epsapp bebvoir. ammy.mil/ 150/ 5500 ack. asp EI & Go HLHts"

SF30 History Database
SF50 Search Results Screen

Mame: Dovetonsils, Percy  SSAN: 922-11-8069

SF 50 History
Type of Action Auth. Code  Eff Date PP [Series CD ST Agency [Salary  View
Individual Cash Award (340) DIJAN-2001 (G5 0201 12 D8 ARSE | $6183600[HTML] PDF
Individual Cash Award (840) 17.DEC-2000 [0S 0201 12 02 ARSB $61,836 00 [HIML] [PDF] |
WITHIN-GRADE INC (393) QT 24SEP.00  OS 0201 12 D8 |ARSE | $61.83600[HTML] [PDF]
BPECIAL ACT OR SERVICE (877) e -AUGID | | I ARSB $22500[HTML] [FDE] = —
PAY ADI (394) QWM [ZLM 02JAN-00  GS 0201 12 07 ARSE | $60,16500[HIML] [PDF]
TIME OFF AWARD €72) V3E 19DEC-99 | ARSB 24HFS[HTML] [PDF]
TIME OFF AWARD (872) V3E 31JAN9Y | ARSE 8 HRS[HTML] [PDF] |
FAY ADI (294) QWM LM D3JAN-S9 08 M0l 12 7 ARSE | $54000[HTML[PDF] | .|
& [ 5 [ intemel 7

Here’s a sample of an SF50 being viewed using the PDF (Adobe
Acrobat) format. From here you can click on the print icon on the
Adobe Acrobat toolbar to print a hard copy.

2} hitps://cpsias. belvoir. army. mil/ cai-bin/rwcgib0?s150_prodkeykserver=rep60_cpsiastDESFORMAT =PDF% - Microsoft Internet... =] E3

| Fle Edt View Favoiles Taok Hep [ o |
1 / = 2 BeE / ]
= 0% Q9 1 . D M I a5 N
Back MNETE Stop Refresh Home | Seach Favoites  History Mail Size Print dit
| Address |ﬂ 1=repBl)_cpsiaskDESFORMAT =PDF&DE STYPE =CACHE treport=SF50/HO_SFS0_RPT.idfP_ROWID=0000CE655.0000 OUEFﬂ 6o | Links >
nBS/m =GR < vies DO MG EOD
s rm 508 »
f\ OB o Persoand Mamsgesmat NOTIFICATION OF PERSONNEL ACTION =
1. Name (Lass, Firse, Middlic) 2. Sacial Security Nusmber | 3, Tiote o8 B 4 Eifective Date
Dovetonsils, Percy 932-11-8069 03-04-1942 12-17-2000
FIRST ACTION SECOND ACTION
SA. Code S, Natwre of Action .. Code 618, Nature af Action
840 Individual Cash Award
5. Code S0 Legal Autharity 6 Code 600 Legal Authority
SE. Code SF. Legal Authority 6-E.. Code 6-F. Legal Anthority
T FRON: Posation Title amed Namber 15, 107 Postion Title amd Number
PERSONNEL MANAGEMENT SPECIALIST PERSONNEL MANAGEMENT SPECIALIST
RA260 - 1486 RA260 - 1486
NPy Pian [0 e Cole | oot |10 SIopRati |12 Tt Slary |10 Pap M | . Pay Plun | 17 e G |18 Grmdonst | 9StopMate |20 Total aturyiward 20, Pay Bt
Gs w201 [ s S61.836.00 ra $1,737.00
YT 128 Locsmy G T2 Ad) Base Py 10 Ot Pay | 200 Bk P TN Locally AS, |20 Ad) Ba Pay | 200, ttker Py
SS7.910.00 $3.926.00 §61.836,00 0,00
[ Y — Oruamization 22, Nawno wnd Locatian of Position’s Oryanization
DEPARTMENT O/ 1y DEPARTMENT OF THE ARMY
CIVILIAN PERSONNEL OPERATIONS CENTER CIVILIAN PERSONNEL OPERATIONS CENTER
NC.INFO SERV DIV, FUNC AUTO BR NCALO NC. INFO SERV DIV. FUNC AUTO BR NCA10
ROCK ISLAND 11, 61200-7650 ROCK ISLAND 1L, 612997650
SFCPACA SECP-NCA
EMPLOYEE DATA
23 Veterans Preferemce. 24, Tenure |25, Agemcy Use l:u.\«rum Preference for RIF ;I
o] 2z =l v orz el TES e [ =
] Done [ 5 @ intemet 4
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When done, click the <Back> button on your web browser to
return to the previous screen (the list of SF50s). Click the <Back>
button again to return to the SSAN Search Screen.
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Employee Data

The purpose of the Employee Data tool is to provide quick and easy access to
basic data about employees, including personnel and position data (including
their job description), NPA and RPA history, organization information, and
similar information. This data is refreshed from the DCPDS database nightly
(so it can be up to one day old).

Although the Employee Data tool is very easy to use, there are occasions
when you may need to use other sources to find the information you want.
Additional information about employees is also available from the following:

Application Description

DCPDS Contains detailed information about employees, the
source from which the data for all other tools flows.
Database of record, so this data is real time. However, it
is not always easy to locate specific information. For
more information see the Retrieving Information chapter
of the DCPDS Desk Guide.

CSU Application | A read-only source of information about employees,
similar to the Employee Data tool but with somewhat
different types of data available. For more information
see the CSU Application chapter of the DCPDS Desk
Guide.
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To access the Employee Data tool, select <Employee Data> from the ART
main menu. On the search screen that displays, enter some or all of the

employee's last name, and click <View Details> (note, you can also search by

another part of the name using the "Contains" or "Ends with" radio buttons,
e.g., if you enter a first name in the search block, click on the "Contains"
radio button before clicking <View Details>):

; Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 o

Enter Name Search Text |
& Begins with ¢ Caontaing ' Ends with

Yiew Dletails

If the name you entered has more than one match you will see a listing of

matching names, together with their installation (CPAC) and pay plan, series,

and grade. Click on the name of the employee from this list.

Once the employee's record has been retrieved, click on any of the links to
view data or more options.

Employee Data

Hame: SERKIN, ANDREWPP Seri-Gr: GE0301-11
EPA[_": CAMP Sia Py ('ﬂ mma“d: FC
CPOC Division: . | CPOC Branch: »

Information
Employee Information Position Information
Job Description Orgarizalion S1aeclie

History
NPARFA History Helpdask Ticket History
Pay Data

WaL: Pay Rejects
Revarse Intedace YRS Interface
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Sample data For instance, clicking on the Employee Information link displays the

screen following screen, with a number of additional radio buttons to view SCD,
TSP, WIGI, NTE data, etc. There are also links to position data, the job
description, organization structure, NPA/RPA History, and pay data (used

primarily at the CPOC).
5 Emplopee Information - Microsoft Intemet Explones
-
Close Window @
Employee Information

55N:
Pay Plan: Series:
Grade: Step:
PayRD: CPOID:
# Salary T SCD C TSP T WIGH  NTE £ Other CRCN's
" Retainad © Benaflz ' Projectad C Other T Training  © Cwerseas
T Appraisal T Award O LA i

Salary Data
Post Differential Amount:

Basic: f1283 Post Differential Pct: %
Table Sal: Tizan Post Differential Begln:
Locality: B184 Post Differential End: :I
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External Applications Il

External Applications provides direct access to DCPDS and the CSU
Application. These applications are not part of ART, but are included on the
ART menu for users' convenience.

For detailed information about DCPDS, refer to the DCPDS Desk Guide. For
detailed information about the CSU Application, see the CSU Application
chapter in the DCPDS Desk Guide.

From the ART main menu, select External Applications, then Modern
DCPDS. You must have a separate user ID and password to log in to DCPDS.

CSU Application

Connecting to
the CSU

From the ART Main Menu, select External Applications, then CSU
Application. You must have a user ID and password to log in to the CSU
Application. This is the same user ID and password as you use to log in to
ART. To change your ART password, change it in the CSU Application; the
change will also affect your password when logging in to ART.
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Gatekeeper

Information about the Gatekeeper checklists has been moved to the
Request for Personnel Action (RPA) chapter of the DCPDS Desk Guide.
This chapter contains step-by-step instructions for initiating an RPA
with a Gatekeeper Checklist, instructions for completing the checklist,
and descriptions of the types of questions asked by different checklists.

The “Gatekeeper” is an automated checklist that complements the functions
of DCPDS. The Gatekeeper concept is to make sure the CPOC has all the
information needed to process an action without having to go back and forth
to the initiator of the action. Gatekeeper is easy to use and is responsive to
customers’ needs. Gatekeeper provides a standard, efficient and simple way
for management to provide information about a personnel action that would
otherwise require an attachment to the RPA.

29



Army Regional Tools (ART) Users Guide

Headquarters Army Regional Tools (HART)

Purpose Headquarters Army Regional Tools (HART) provides Army- or command-
wide access to information for use in recruitment status reports, individual
personnel actions, employee data, etc. It is intended primarily for HQDA or
Major Army Command (MACOM) staff members who need a view of the
Army civilian population that crosses regional boundaries.

The tools available in Headquarters ART are the same, and work the same, as
their corresponding tools in ART, except that the data comes from a
centralized database that crosses regional boundaries.

Accessing To access Headquarters ART, select Headquarters on the ART main menu

HART (you must have this permission in your ART account, and your access to
records will vary depending on your organizational location — HQDA users
have access to all Army, MACOM users have access to that MACOM, etc.).
When the next screen displays, click on the <Proceed into System> button to
display the HART main menu:

a Army Regional Tools - AGMAAAS

Headquarters ART

Navigation: Main
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The selections on the Headquarters Army Regional Tools (HART) menu are
listed below. Cross references are provided to the appropriate section of this
Guide (covering the ART counterpart of each tool), but you need to keep in

mind that when using HART, data will be more extensive.

Employee Data, | Includes information on an employee such as current

page 25 benefits elections, TSP, WIGI due dates, retained
grade/pay information, position description, NPA and
RPA Histories, etc.

Helpdesk, page | Tool used to report and/or work ART problems, pay

32 problems, QC, suspenses, etc.

Inbox Statistics

Red, Amber, Green (RAG) Report that provides
information on timeliness of processing personnel
actions. This is an earlier version of this tool that is
being replaced.

Inbox Statistics

Red, Amber, Green (RAG) report that provides

I1, page 64 information on timeliness of processing personnel
actions.. This tool can provide consolidated information
by region, CPAC location, Command, Inbox Sub-Type,
or Inbox Type.

Organizational | This tool provides information about organizations, i.e.,

Structure, page
85

number of organizations, vacant and encumbered
positions, etc.

Phone and Provides phone number(s) and email addresses of ART

Email List, page | users in the region. They can be searched by command,

96 user type, CPAC (installation), or name.

RPA Tracker, | Tracks RPAs processed in modern DCPDS. Provides

page 97 RPA data, related information (e.g., position data),
status, and history

Review and Provides management information such as supervisory

Analysis, page ratios, PATCO (professional, admin, tech, clerical,

105 other) breakdowns, minority/non-minority and

male/female statistics, etc.
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Helpdesk

This section covers the following topics:

Topic See Page
Purpose 32
Accessing the Helpdesk 33
Enter a New Ticket 33
Ticket Report — Closed 35
Ticket Report — Open 35
View Tickets You Created — Closed 36
View Tickets You Created — Open 36
Work Tickets 36
Work Tickets You Own 36
Work Tickets/Change Owner 36
Pay Problem Reporting Tool

Introduction (purpose, pay problem definition, resolution 37
timeframes, responsibilities)

Reporting pay problems in ART 38
Viewing pay problems in ART 42
Assigning pay problem tickets (CPOC function) 45
Working pay problems in ART (CPOC function) 49
Running pay problem reports 59

Helpdesk is used to report problems, including application problems with
DCPDS or ART, employee pay problems, or RPA problems such as a mis-
routed RPA. Problems reported thorugh the Helpdesk are forwarded to the
appropriate person or section within the CPOC for resolution.

Reporting on and working pay problems is done through the Helpdesk tool.
A special section at the end of this chapter provides details on the processes
for using this part of the Helpdesk tool. Although it specifically addresses
procedures pertaining to pay problem reporting, these procedures are also
applicable to other types of problem reporting.
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Related tools CPOC users can access Helpdesk information using My Stuff, which is
another way to access helpdesk tickets and other ART tools but they are
tailored to each user's organizational location (for example, the user sees
helpdesk tickets pertaining to his/her branch or division only). See My Stuff,
page 73.

Accessing the Helpdesk

Helpdesk The user may access the Helpdesk feature in ART by logging into the ART
tools; select <Helpdesk> (Figure 11-1) from the Main Menu.

Navigation: Main > Helpdesk

+ Enter a New Ticket
Ticket Report - Closed
Ticket Reporti - Open
Yiew Tickeis You Created - Closed
Yiew Tickets You Created - Open
Work Tickeis
Work Tickets You Own
Work Tickeis/Change Owner

Figure 11-1. Helpdesk Menu.

At this screen, select from the listing of Helpdesk tools, then click on the
desired topic.

NOTE: A “+” preceding the tool indicates there are sub-menus for that tool.

Enter a New Ticket

Entering a New Users may access this function by following the steps listed below:
Ticket

| Step | Action
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Select <Enter a New Ticket> (Figure 11-2) from the Helpdesk
menu. At this point, you may select from the three (3) menu
items. Click on the item and proceed.

Mavigation: Main > Helpdesk > Enter a New Ticket
+ ART Problem
+ Pay Problem
+RPA Problem
Figure 11-2.

Example: After clicking on <Enter a New Ticket>, select <ART
Problem> from the sub-menu. The next screen give three (3)
options (Figure 11-3). Select <Report Error>.

MNavigation: Main > Helpdesk > Fmier a New Ticket = ART Problem

+ Report Exror
Request Guidance/Assistance
+ Buggestions

Figure 11-3.

After selecting <Report Error>; the next screen will provide a
listing of the various ART tools (Figure 11-4). Select the ART
tool that you are experiencing troubles.

Navigation: Main > Helpdesk > Enter a Mew Ticket > ART Problem > Report Exrror

ART

Applications - Admin
Art Administration
CsU

Demo Joh Mumber Log
External Applications
FASCLASS - Classifier
FASCLASS - User
Gatekeeper

Helpdesk

Inhox Statistics

Joh Nuniher Log
Legacy Tracker
Modern DCPDS

NPA Tracker

OPF Tracker
Organization Struciure

Figure 11-4.
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3 Report the type(s) of problem(s) that you are experiencing (Figure
11-5).
Conirol: ZZWEBER
Problem: Report Error Ticket History
Sub Problem: ART
=
Comments:
B
Figure 11-5.
Click on <Ticket History> to review previously submitted tickets.
4 The steps for <Request Guidance/Assistance> or <Suggestions>

are essentially the same as indicated above.

Ticket Report — Closed

Ticket Report -
Closed

Follow these steps to use this feature:

Step Action

1 Click on <Ticket Report - Closed>. At the next screen, you may
select how you wish to view the closed ticket report (i.e., Division,
CF Branch, CPAC, CMD, Error Type, Creator, or by owner.

2 Select from the list as indicated above. Click on <View Details>
at the bottom of the screen to see all closed ticket reports for the
selected area.

3 You may click on the <Ticket #> to view the complete ticket

report.

Note: The tickets are colorized according to the time in the personnel office.

Ticket Report — Open

Ticket Report —
Open

Click on <Ticket Report — Open>. Follow the same steps as above to use
this feature.
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View Tickets You Created — Closed

View Tickets Click on <View Tickets You Created — Closed>. Follow the same steps as
You Created - above to use this feature.
Closed

View Tickets You Created — Open

View Tickets Click on <View Ticket You Created — Open>. Follow the same steps as
You Created -  above to use this feature.

Open

Work Tickets

Work Tickets  Users of ART and Modern DCPDS may use work tickets to report problems
or issues with the ART Tools and DCPDS. Follow these steps to use this

feature.
Step Action
1 Click on <Work Ticket>. At the next screen, you may select how

you wish to view the work ticket report (i.e., Division, CF Branch,
CPAC, CMD, Error Type, Creator, by owner, or by assignment.

2 Select from the list as indicated above. Click on <View Details>
at the bottom of the screen to see all work ticket reports for the
selected area.

3 You may click on the <Ticket #> to view the complete ticket
report.

Work Tickets You Own

Work Tickets Click on <Work Tickets You Own>. Follow the steps as listed above to use
You Own this feature.

Work Tickets/Change Owner
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Follow these steps to use this feature:

Step Action

1 Click on <Work Tickets/Change Owner>. At the next screen,
you may select how you wish to view the ticket reports (i.e.,
Division, CF Branch, CPAC, CMD, Error Type, Creator, by
owner, or by assignment.

2 Select from the list as indicated above. Click on <View Details>
at the bottom of the screen to see all work ticket reports for the
selected area.

3 You may click on the <Ticket #> to view the complete ticket

report.

Pay Problem Reporting Tool

Introduction

Purpose

Pay problem
definition

The Pay Problem Reporting Tool is a part of the ART Helpdesk.

The Pay Problem reporting tool in ART will be used to report pay problems
for corrective action. Only problems that meet the definition of a pay problem
should be reported using this tool. All issues that have not yet impacted pay
but will in the next pay cycle, as well as corrections that do not impact pay
should be reported to your CPOC POC. The data recorded in this database
will be used to keep all parties informed of the status of the request and for
analysis to determine trends of pay problems. The ultimate goal is to identify
recurring pay problems, determine the causes, and prevent them.

A legitimate pay issue, reported to the automated payroll problem reporting
system that impacted salary, entitlement, or benefits. This would include any
issue when the paycheck or leave is either too little, too much, or too late.
Examples include invalid SCD that impacts the amount of leave accrued;
missing WGI; no check for a new hire. Examples that are not pay problems:
questions about when a WGI is due; timekeeper recorded the wrong amount
of leave or hours worked.
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The CPOC will attempt to complete their action required to correct reported
pay problems within 2 weeks of receipt. Some resolutions are more complex
and will require a longer time period. The status of the action will be reflected
in the ticket.

CSRs: will forward all non-personnel related DCPS issues directly to the
Action Request System (ARS) Remedy for pay technician resolution.
They will forward all personnel pay problems to the CPACs for validation
as a pay problem.

CPAC:s: will ensure that tickets meet the definition of a pay problem and
are entered into the Pay Problem Reporting tool.

CPOC:s: will receive pay problem tickets and resolve them in the
prescribed timeframes. If necessary, they will report DCPS pay problems
directly into the Action Request System (ARS) Remedy. They will close
tickets when the fix to the reported issue has been confirmed via DCPS
(regardless of who has to perform the fix).

DFAS: will work all ARS Remedy tickets and resolve them in their
prescribed timeframes.

Reporting Pay Problems in ART

‘Who reports
problems?

Reporting steps

At this time, all CPACs are invited to enter pay problems into the Pay
Problem Reporting Tool in ART when these problems are identified or
forwarded by management. CPACs wishing to participate in using the Pay
Problem Reporting Tool should contact their CPOC POC before they start
using it so that the CPOC personnel are aware to start checking for them.

Follow these steps to report a pay problem:

Step Action

1 Select Helpdesk from the ART main menu.
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From the Helpdesk menu, select Enter a New Ticket:
; Army Begional Tools - NETESTCPACT - Mic

ART 1.1 (RC-12)

Navigation: Main > Helpdesk

+ Enter a New Ticket
View Tickets You Created - Closed
View Tickets You Created - Open
Work Tickets

Menu Item Descriptions

From the Enter a New Ticket menu, select Pay Problem:
'a Army Regional Tools - HETESTCPOCS - Microsoft Internet

ART 1.1 (RC-12) !

Navigation: Main =Helpdesk = Enter a New Ticket

+ ART Prohlem
+ Pay Problem
+ RPA Problem

Menu ltem Descriptions
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Select the type of pay problem you are reporting:
; Army Hegional Tools - NETESTCFOLE

ART 1.1 (RC-12)

Navigation: Main >Helpdesk > Er

+ Admin Uncontr Overtime
+ Annual Pay Adjustment

+ Awards

+ CAO

+ COE dual Rates

+ Change to Lower Grade
+ Demo Conversion

+ Demo Pay

+ FEGLI

e This should reflect what you believe the problem to be -- the
CPOC will be able to change this to reflect the actual issue
involved.

e Ifyou don't know what to use, read the Menu Item
Descriptions at the bottom of the list. If you still do not find an
option that is applicable, choose "Other."

e Make sure that you only include pay problems (see the Pay
Problem Definition above).

e If you are trying to report a problem that will occur on the next
pay check if not fixed before then, do not use this system --
instead contact your CPOC POC (ex: new hire is not in DCPS
for timekeeping).
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Enter the SSN of the employee, then click <Submit> to retrieve
the record of the employee who is experiencing the problem. If
you do not know the SSN, click on the <Name Lookup> button to
find the SSN.

a Army Regional Tools - HETESTCPOCSE - Microsoft Internet

ART 1.1 (RC-12) o

Navigation: Main »Helpdesk > Enter a New Ticket >

Please enter the Social Security Number

Sukbmit

Mame Laakup

Menu term Descriptions

If there are other OPEN Pay Problem tickets for this employee,
they will display on a table such as seen below, otherwise proceed
to step 7. If the same problem that you are reporting has already
been reported, place a note on the open ticket rather than starting a
new ticket (click on the Ticket # to open the ticket and add your
note). To see closed tickets for this employee, click the <Closed>
radio button.

'5 He{_pn:lz:alc Microzodt Internet Eaplorer

Close Window 5
Similar ticket{s) have already been created for this ticket type.

History of Tickets for 223847807 Open & Closed ©

Tsc:at Submitted Mame Problem Owner Responded Response
g ? NE TEST AL-Health Benefits- flat
Izu- 133 |1/22m3 CROCE ey
YView QC Logic
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7 The problem reporting screen displays. Type the specifics of the

pay problem in the "Comments" box, then click <Submit>.

e Include the RPA/NPA number that reflects the problem, if
applicable.

e Provide any additional information you might have that might
help in researching the cause of the problem. Examples: "The
employee is no longer eligible for grade retention, but current
pay adjustment reflects he/she is still on grade retention";
"Employee is duty stationed in Germany, but is not receiving
LQA"; "Employee is being charged for Health insurance, but
has terminated their election"; "RPA
02NOVBGMDDAAAO0002 (a 721 Reassignment effective 3
Nov 2002) placed John Doe on the wrong geographic location
code which impacts the salary. The salary should be based on
GEOLOC 178023334 with base salary $64,430". Click
<Submit> when you are finished adding your comments.

e Employee Information, Position Information, NPA/RPA
History, and Ticket History is available via the links on the
upper right side of the window (ticket history will show any
other issues that have been reported either by system processes
or by problems reported to the Pay Problem reporting tool. If
there are no tickets on the employee, you will not be able to
click on it).

e The CPOC will monitor the reported Pay Problem Tickets and
assign them to be worked by a particular team/individual. They
will also have the capability to mark the ticket as "not a pay
problem" if the definition of Pay Problem is not met.

E Army Regional Toels - HETESTCPOLCE - Microzeft Intemnet Exploser
1 | 1
ART 1.1 [RC-12) ¢ [ PR S AY
Employee Name: Employaa Information
Control: Position Information
Problem: Fay Prablem “Wiewy MPARPA History
Sub Problem:  Health Benefits Tickel History
Employes terminated health benefits on 1/24/03, but is d
atill beiny charged for them.
Comments:

Viewing Pay Problems in ART
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You can use the Helpdesk application to view the status of the tickets that you
created, and can also add notes to the ticket. Follow these steps to view
and/or annotate a pay problem ticket:

Step

Action

1

Select Helpdesk from the ART main menu, then select View
Tickets You Created - Open (or View Tickets You Created -
Closed). Ifyou look for your ticket under OPEN and do not find
it, look under CLOSED. If it is found in the CLOSED area, you
will see how the problem was resolved. Often the CPOC will be
able to fix the problem directly, if so, this will be annotated and
the fix should be reflected in the next pay cycle. If processing
outside the CPOC is required (e.g., action required by timekeeper,
CSR, or pay technician), it will be annotated. In these cases, the
corrective action may take longer.

<3 Army Regional Tools - NETESTCPAC3 - Mic

ART 1.1 (RC-12)

Navigation: Main > Helpdesk

+ Enter a New Ticket
View Tickets You Created - Closed
View Tickets You Created - Open
Work Tickets

Menu lterm Descriptions

When viewing tickets, you can also add notes to the ticket (see
step 5 below). The CPOC user will resolve the issue and place
notes on the ticket indicating what action was done. The CPOC
will not close the ticket until the pay problem has also been fixed
in DCPS. If the submitter does not agree with the resolution or has
additional questions, the submitter can place a note on the ticket
and add their question. This note will flag the CPOC to relook at
the ticket. If the action has been forwarded to a pay technician,
CSR, or timekeeper for further action, the ticket will be marked as
such and not closed until the employee receives his/her
pay/entitlements.
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On the Layout Options screen, click on <Proceed to Helpdesk>:

a Army Regional Tools - HETESTCPALC3 - Microszoft |

ART 1.1 (RC-12) =

Helpdesk; “iew Tickets %ou Created - Cipen

Please Select the Overall Layout:

Cpen Tickets 1 || view Layout Details

Froceed to Helpdesk

Click on the "Ticket Type" radio button to see your tickets sorted
by ticket type, then select "Pay Problem":

2} Awmy Riegional Tools - HETESTE

it Intoimet Exploser

ART 1.1 (RC-12) ; - B RS AF T L Helpdes]

Helpdesk; Wiew Tackets You Created - Open; Layout = Open Tickats 1, States = Open; Ticket Type = Suspanses
Grawpings

€ Brnch © CPAC C Command © Ceeatce T Divigion  © Ownar  © Sanicing Region  © Ticket Empliyes T Tickst Sub Typa | & | Tickst Type

Ticket Type Red Amber Tellow s o Tatal
Enhsnce Currant Tool 0 0 o 0 1
Pay Problsm 0 i ] 0 5

e Colanzation Char

Wimw Tickel Descriptions

Click on <View Details> to see a list of your open pay problem
tickets:

3 Ay flegional Tools - NETESTCPAL] - Wiciossét Intrmest Explores

ART 1.1 (RC-12) «f 2P B &A% G | Helpdesk

Helpdesk, iew Tickets You Craabed - Oper; Layo = Opan Tickers 1, Status = Cpan; Ticket Type = [Susperses
Groupings, Ticket Type = Pay Problem
Sarted by Cpened Date, Tickel Employes

Ticket Tickat  Opamed "S"f‘ Organization Ticket Last
Wumbes Age Date T,:“ Cada Empilayes Raspanse il
BEEN R E ] ERMANTFAAADLEA] 12002-11-20: 1t furevs: out that th.
175740 o112 ] ERMANIFBAAFD i
175741 Tamnations of AppeintranlF SCEWISFIEIRGIT0
17560 21 (B 0442 jwards ERMANI FBAADHEE
170604 O 1121 08 16 B wards ERMAN FBAAGH
Fagon Daly Wiew in Excal
Summary Data
Total By B
CPAC Tickots In Diays
IC0E NEW YORK i G5
WEST POT r G153
Total By Age
Tichei Type Ticknts in frays
[Py Proiern B G2E

44



Army Regional Tools (ART) Users Guide

5 Click on the ticket number of the ticket you want to view. Add
any notes that may be applicable to the ticket in the "Enter Notes
Below" Block, then click on <Submit Notes>.

a Hedpdesk - Miciosolt Inteinet Explores

Close Window 5
Ticket Humber : 179804
Problem: Pay Problem
Sub Problem: Hoveards

Date Submitted: 11/21/02 61635 AM EIciayem Gl ion

Position Information

Status: CLOSED
Wiew N 3 1 \
Creator: NE TEST CPAC 3 T"’:‘H l: "fF:P’:‘ Cymin
K S0
Owner: NE TEST CPOC B i
Control;

Employee Hame:

Comments Made:

Employes was =uppos=ed tpo receive a cash award in his= 10-31-0Z paycheck but did
not., RPA waz processed for the 10-08-02 pay period. EPAR number
02 OCTRGHADODOSYT

Enter notes below:

‘ =

Submit Mates [ I

" Date |

Responded:| By:
INE

122103 TEST

10:24:17 &M |CPOC
B

Response:

ITEHT - See notes

Assigning Pay Problems in ART

Assignment
steps

This phase of Helpdesk processing is done by designated person(s) in the
CPOC: once pay problem tickets have been submitted, they are assigned to a
specific individual or team in the CPOC for working. Follow these steps to
assign incoming pay problem ticket(s):

Note: illustrations used in this Guide are from a testing database and do not
reflect appropriate ticket ages (i.e., most of the tickets are in the "red" range
meaning they are quite old). New pay problem tickets should be assigned
within the CPOC, and worked, promptly after they are submitted.

| Step | Action |
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Select Helpdesk from the ART main menu, then select Work
Tickets / Change Owner. Note, the "Work Tickets" selection
allows you take ownership of tickets yourself, they do not need to
be assigned to you.

; Army Hegional Tools - HETESTCPOCSE - Mig

ART 1.1 (RC-12)

MNavigation: Main > Helpdesk

+ Enter a New Ticket
Ticket Report - Open
View Tickets You Created - Closed
View Tickets You Created - Open
Work Tickets
Work Tickets You Own
Work Tickets/Change Owner

Menl ltem Descriptions

On the Layout Options screen, click on the <Proceed to Helpdesk>
button (this screen is not shown). By default, open tickets are
displayed by CPOC branch. Click on the <Ticket Type> radio
button at the top of the screen:

2 vy Fegsunal §ools - HE TES1CPUCH - Miciosofl Infemel Eaplose

ART 1.1 (RC-12) «FF (=8B &aAZzTw: A Helpdesk
Helpdesk: Work Tickets/Change Owmer, Layout = Open Tichets 1.; Status = Open; Ticket Type = ISuspenses ‘&l
Groupings
© Hramch  © CPAC © Command  © Cador © Owenon © Owner © Soracng Hogon © Tiekot Emplayee © Tickot Sub Type | | Tiekel Type

Tichnt Typ: Rued Amb Firllowe é:z:':‘ GDF::' Tatal
Tonl 0 ] ] 0 I
0] lo 0 0 |E]
0 o il G
a &3 3 7%
0 la 0 | |78
8 & = -
I I “fou cIm only vigw 1000 or less Tickete
“iew Colorization Chart
i | _'l_I
] dmy Fegianal Toels - NORTHEAST RERION - TEST |15 | Iniemet P
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ART 1.1 (RC-12)

«f

Select Pay Problem. On the next screen (this screen is not shown),
click on <View Details>. A list of open pay problem tickets
displays.

3 Army Regional Tools - NETESTCPOCS - Microsoft Internet Explorer

=0 R 8 AY

Helpdesk; Waork Tickets/Change Owner;, Layowt = Open Tickets 1., Status = Open; Ticket Type = [Suspe

Groupings; Ticket Type = Fay Problem

Sorted by Opened Date, Ticket Employes

Change Ticket [Ticket Opened T'Scl:‘zt Organization

Owner Number| Age Date T Code

¥pe

c hesrze [EE2002-07-16.08-21-07 incorrect Pay Seiting EBMCWOSJAAAAHC  SPRING
c hegone [EEE2002-07-31.14-58-53) ncarrect Pay Setting ALXBW4GE20JDDA  [ROTT L
e 72314 £002-08-22.07-57-58 Incorrect Pay Setting ACKDW2BZAAAAHC  EVERE
73737 EE2002-09-06 13-24-40pork Schedule ENFCWOXQAAUGBA  MARGL
173961 [EE2002-09-1014-15-08{Terminations of Appointment ALSFVW1 ESAAYC FANAR,
c 173063 [E2002-09-10:14-23-53fFirefighter Pay BRMAWIFEAAFUF  CHAVE
e 74676 2002093015322 AGATWAQUAAACHE  [3COTT
e h74e08 [2002-10-02.0834-21 awards AGSEW! JMAAAD GALE h
74609 [BE2002-10-02:08-35-22|Change to Lower Grade  |AGSEMVI JMAAAD GALE h
¢ 7497 [2002-10-03.18.03-56]New Hire BRMAWIFEAADG  ACKER
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Sorting: By default, tickets are listed by opened date (oldest first),
then by employee name. Depending on how your CPOC works in
assigning tickets, it may be more convenient to re-sort the tickets
by different column(s), for instance, you can re-sort by ticket
owner so that all unassigned tickets (assigned to "(Not Owned)")
are listed together, or re-sort by ticket sub-type so that all "WIGI"
problems are listed together. To do this, click on the <Resort
Data> button at the bottom of the list and re-arrange the sort fields:

Choose the sort arder for this Report:

Columns on the Report: Sort by these Columns:
Ticket Mumber & Opened Date =
Ticket Age Ticket Employee
Dpened Date

Ticket Sub Type

Organization Code
Ticket Employee Sort by -> | ﬂ
Last Response

Chwner

Creator 4 remove | ﬂ

Assignment

= hd

Goto Report |

As an example, to change the sort order to "Owner," remove each
of the items in the "Sort by" (right side) column by clicking on
them, then clicking the <remove> button, then click on "Owner"
in the "Columns" (left side) side and click on the <Sort by>
button. Use the up- and down-arrows to the right of the "Sort by"
column to further rearrange the sort fields if you are sorting by
more than one. When you have selected the desired sort order,
click the <Go to Report> button to return to the listing of open
tickets (in the new sequence).
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Once the tickets are sorted to your satisfaction, click on the
<Change Owner> button for each ticket that you are going to
assign. The ownership window displays.

e Each ticket must be individually assigned.

e Select the user to be assigned the ticket from the drop down
list. Use the guidelines provided at your CPOC for who should
be assigned each ticket. The list of names that you have
available is governed by the access granted to your USERID.
Contact the local ART System Administrator if you do not see
the appropriate personnel on the list.

e Once you have selected the assignee, click the <Submit>
button.

3} Army Regional Tools - NETESTCPOCS - Microzoft Internet Explore

o eT B0 DS AP

Helpdesk; Work Tickets/Change Owner, Layout = Open Tickets 1.; Status = Open; Ticket Type = |Suspenses
Groupings; Ticket Type = Pay Problem
Sorted by Owner

Owner [Number| Age Date Al
Please select the user you would like

o 174915 -[2002-10-03:18-4?-3 to have ownership of ticket 174915:

Change| Ticket [Ticket Opened '3 Helpdesk - Microsoft Internet Explorer H=] B3 [

C 174597 [P002-1003:18-03.5 | [\or Owned =]

e 74917 [illz002-10-0318-50-3

c 174927 [2002-1003:19-10-4) | Submit | | Cancel |

c 74937 [iz002-10-0319-27-5

7493 [ilz002-10-031918.5 &
- Py B === V= PN T - L SR e X SR

<3 Helpdesk - Microsoft Internet Explorer

Please select the user you would like
to have ownership of ticket 207133

[

R
BARMABEE FAM (MEBBCESFOOG)

EE TEST CFPOC 3 (EETESTCFOCT)
EETEST CPOC 4 (EETESTCROCY) —
KEITH SKROCKI (Z2WEBERA)

KOTEST CPOC 3 (KOTESTCPOCT)
KOTEST CPOC 4 (KOTESTCFOCA)
LISAHETTCHEM (22WEBERS)
MCTEST CRPOC 3 (MCTESTCROCT)
MCTEST CPOC A MCTESTCROCS) =

Repeat this for each ticket to be assigned.

Working Pay Problems in ART
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This phase of Helpdesk processing is done by designated person(s) in the
CPOC. Follow these steps to work a pay problem ticket:

Note: illustrations used in this Guide are from a testing database and do not
reflect appropriate ticket ages (i.e., most of the tickets are in the "red" range
meaning they are quite old). New pay problem tickets should be assigned
within the CPOC, and worked, promptly after they are submitted.

| Step | Action
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Select Pay Problems* from the ART main menu, then select Work
Pay Problems I Own.

/3 Army Regional Tools - NETESTCPOCS -

ART 1.1 (RC-12)

Navigation: Main > Pay Prohlems
View Pay Problems

Wark Pay Problems
Work Pay Problems | Own

Menu ltem Descriptions

e View Pay Problems is an option available for non-CPOC
employees to view the pay problems. They can add notes to
pay problem tickets.

e Seclect Work Pay Problems to see all the open tickets that
have been received. This option is for CPOC users to take
ownership, assign ownership, and work pay problem tickets, as
well as supervisors or employees assigned to track status of
pay problems. The user will be able to add notes which will be
"marked" for the user assigned to work the ticket the next time
the user signs on. The "mark" is a mail slot with a letter
sticking out of it on the ART toolbar.

e Select Work Pay Problems I Own to get tickets already
assigned to you for working, resolving, and closing (for CPOC
users) (this option will be used in this Guide).

* Note: This section is accessing pay problems via the Pay
Problems selection on the ART main menu. The Helpdesk
selection will allow you to do the same thing. The primary
difference is that going through the Pay Problems selection filters
the Helpdesk tickets to only show tickets that are in the Pay
Problem category.
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On the Layout Options screen, click on the <Proceed to Helpdesk>
button (this screen is not shown). When the list of tickets displays
(this screen is not shown), click the <View Details> button to
display your list of tickets.

5 Aurry Fgional Tooks - METES TCPOCE - Miciasndl Iniesmed Explorss

ART 1.1 RC-12) « S A% e | Pay Problems
Bay Problems, Wark Pay Froblams | v, Layout = Cpen Fay Problam Tickets ; Status = Open; Ticket Type = Pay Problam
Groupings
Sorted by Cpened Date, Ticket Erployes

Ticket Ticket  Opened ';:‘;t Organization Ticket Last

Numbes Age Diate Type Cade Employee Response
174575 [ED0z0530.1538 220G AGATWLOUAAACHE P002.08-30: this was a fesi..|NE TEST CPOC HNC TES

] ME TEST CPOCAMNC TES
E TEST CPOC BNE TES

Onwmaes Cn

0447 i 1 [ 3 FOC ANE TES
3 S-00-41Heslth Benafis BB GYA 1 ME TEST CPOC BNE TES
Feson Dats E “iaw in Excal
Summary Daia :
= Total Loy Bge
i (e Tickets | in Days
WwEERDEEN PROVING GROUND 1 11396
COE NEW YORK 1 6314
FORT MORMOUTH 1 0.2%
WEST POINT | F: 86 56/
- Total e
Tickatiyne | Tickess Tn:?s
Py Problem &) 0.1

e Ownership: Ifyou are using the Work Pay Problems selection,
you have access to all the open pay problem tickets in your
CPOC. These tickets may or may not have been assigned to
you. Ifnot, you must take ownership in order to work them by
using the "Change Owner" button on the table.

e Optional display order: When the table displays (in Branch
order by default), click on the <Ticket Sub Type> radio button
at the top of the screen to sort the tickets by type of problem
(or by any of the other sort options), and then select the desired
sub-type.
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3 Click on the ticket number of the ticket you are going to be
working on to display the ticket itself.

<3 Helpdesk - Microzoll Intesnet Exploser

Cloge Window @

Ticket Number : 207133
Problem: Pay Problem
Sub Problem:  Health Benedils

Empl s bnforrnation
Date Submitted: 172203 9.00 41 A0 LS el

Pasition Information

Status: OPEN

L o =1 =1
Creator: NE TEST CPOC 8 'Hic-:m“:;fr'ﬂ ltory
Dwmer: NE TEST CPOC 8 L T
Control:

Employes Name:

Comments Made:

Employse terminated h=alth benefits on 1/24503, but 1= still being charged for
T bz,

Choose Action:

-
Change Tickel Type j Use & combination of the Ctd key and &
Choose Couse of Pay Problem left mouze chek to choase more than ane option,
Choose Mature of Action bl

What do wou wish the status of this tcket to be? & Open © Closed
Subma Basponse |

Enter notes below:

‘ |
J |
Submit Motes
Date Responded: [ By [ Response: :.
4 | _rr_l
£ Vs NEAJRPA History i [ 8 et 7
4 The information describing the problem will be in the "Comments

made" section. Using the information provided on the ticket, plus
research capabilities on the page (Employee information, Position
Information, View NPA/RPA History, and ticket history) and
DCPS inquiries, determine the cause of the problem and the
resolution required. Available actions at this point are (these are
covered in the following sections):

e Provide interim information

Change ticket type

Reassign ticket

Identify fix (cause, NOA, and resolution)

Close the ticket

Interim information, changing type, reassigning
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Provide interim  Enter status notes in the "Enter Notes Below" section (example: called
information submitter for more information) and click <Submit Notes>.

Enter notes below:

Submitter was contacted on £3 Jan 03 for more infu:urmatiu:un.| ﬂ

[~

| Subimit Motes I

When information is added to the ticket, a notification is sent to the originator
(mail slot with a letter sticking out of it will appear in the ART toolbar).

Change ticket ~ This option is used to change the ticket to a different sub-type of pay

type problem, or to a different type of problem ticket altogether (not a pay
problem). If the ticket type is changed, it will no longer belong to you, and
you will have to take ownership of the ticket again if you are going to
continue to work on it.

Under the "Choose Action" block, click on Change Ticket Type, then click
<Click here to enter data for the selection(s) above>:

Choose Action:

‘Change Ticket Type | Use a combination of the Ctrl key and a
Choose Cause of Pay Froblem left mouse click to choose more than one option.
Choose Mature of Action |

Click here to enter data for the selectionis) abowe
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Select the correct ticket type from the list (descriptions follow):

/3 Error Rectification - Microzoft Internet Explorer

Employee Name: VWESLEY GREGORY D
S8N: 2235847307
Please Choose New Ticket Type: Enter a Mew Ticket =

+ ART Prohlem
+ HEAT

+ NPA Problem
+ Pay Data

+ Pay Problem
+ RPA Problem

henu ltem Descriptions

ST | Cancel |

ART Problem: Choose Request Guidance/Assistance: use if the ticket
submitted does not meet the definition of a pay problem (see Pay problem
definition, page 37).

HEAT: not used at this time.

NPA Problem: choices are "incorrect data", "missing data", and "other
problem". This choice reflects a problem on the NPA that requires action,
but did not cause a pay problem. Examples: wrong step but the correct
salary. Wrong SCD for leave, but doesn’t impact leave accrual. Note:
these tickets still need to be resolved; however, they are not as time
critical as pay problems.

Pay Data:

Pay Problem: Click on Menu Item Descriptions to see definitions of pay
problem choices. Once the ticket is changed to a different sub-type of pay
problem, the user must take ownership of the new type of ticket created.
RPA Problem: "RPA has been mis-routed" does not cause a pay problem,
but requires assistance.
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Use this option to assign the ticket to a different group (to assign to a different
person, use the Work Tickets-Change Owner option from the Helpdesk
menu). Under the "Choose Action" block, click on Reassign Ticket, then
click <Click here to enter data for the selection(s) above>:

2l Enos Rectification - Microzolt Inteimet Explorer

Employes Name;

S5N:

Please choose the group for assignment:; | -

_Concel | ANCGMALIES
ARTADMINGDT
ARTBUGFE001
ARTEMHARCENDN
ARTGKEBUGFED0] =

ARTOCLOGICIN
ARTRAGLOGICH0
AFRTRELEASEZD0T
ARTSLICERLOGICOM
BPGO01 =

Click on the drop down menu, select the group to which the ticket should be
assigned, and click <Submit>.

Identifying the fix and closing

Identify fix
(cause, NOA,
resolution)

When you have fixed the problem, you need to document the cause, NOA,
and resolution before you can close the ticket. This is done by selecting these
items from the "Choose Action" block of the ticket. They can be entered
individually or all at once; to enter all at once, hold the CTRL key while
clicking on these items:

Choose Action:

Use a combination of the Ctrl key and a
left mouse click to choose more than one option.

Click here to enter data for the selection(s) abowe
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Once selected, click the <Click here to enter data for the selection(s) above>
button to display the screen for inputting the information for the selected
item(s). When you have completed all the items (whether selected
individually or as a group), click the <Submit> button to update the ticket.

'ai-'lml Rectification - Microsoft Intemmet Explorer

Employees Name:
SSN:

|s this a previous CPOC's error? Ves © Ro &

Please choose the cause of this Pay Problem: | =l
IPIaase choose the Nature of Action for this ijrohlem:

Flease choose the Effective date for this Mature of Action:

| =l = =

Please choose the resolution of this Pay Problem: | =
Please choose who fixed this Fay Problem: 1 e

Ebul:lmﬂl Cancel |

Cause of pay Identify what condition caused the pay problem, using the drop down list.

problem This will be used to identify trends of problems for possible future training or
system changes. If the pay problem was inherited from another CPOC,
change the radio button to "Yes" (otherwise leave as "No").

Is this a previous CPOC's error? Yes ©  No &
Please choose the cause of this Pay Problem: | =

Submitl Cancel |

MDCPDS System Froblem
Timing

DCFS System Proklem
MRS Reject

Late RPA

MDCPDS Lser coding
Fay Feject
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NOA Identify the nature of action of the personnel action which caused the pay
problem This will be used to identify trends of problems for possible future
training or system changes:

Please choose the Nature of Action for this Pay Problem:
FEHEB Llpdate (M2B) - Federal Employees Health Benefits j

781/782 - Change inWork Schedule/Hours :lf Action:
790 - Realignment

866 - Term of Grade Retention
881 -FEGU Change

A9z - 05l

A93 -WIGI

894 - Pay Adjustment

B - Aavards

‘FEHE Update (MZB)

TsP Update (1T3) - Thrift Savings Flan
Hoi = Other -

Also identify the effective date of the personnel action (hint, when selecting
the year, if you click on the "2" key on your keyboard you will jump quickly
to the "2000" area):

Please choose the Nature of Action for this Pay Problem:
| FEHE Update (M2E) - Federal Employees Health Benefits =

Please choose the Effective date for this Nature of Action:

[Jan =] |12 =] [2003 =
- 1993 =
Submit I:Eml:1994
1995
1996
1997
1995 I
1999
2000
2001
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Resolution Select the appropriate resolution from the drop down list, and include the
action office that corrected the problem:

Please choose the resolution of this Pay Problem: | ______________
Please choose who fixed this Pay Problem: [asp ——
Subrnit I Cancel | Cancellation Processed
Update MDCFDS
Fayroll Regeneration
DFAS Femedy Ticket
bail to PRO
Faxto FRO
Please choose the resolution of this Pay Problem: | Update MDCPDS =l

Please choose who fixed this Pay Problem: *I

Submitl Cancel |

Fayroll Tech
CPAC
CSR

Closing the Do not close the ticket until after you confirm that the problem is fixed both

ticket in personnel and in payroll. If the action was forwarded to payroll or CSR for
the actual correction, leave the ticket open until the correction is actually
made. Once the correction is confirmed, highlight the "See Notes" in the
Chose Action Box, select the radio button for "Close" (in answer to the
question "What do you wish the status of the ticket to be?") and click the
<Submit Response> button to mark the action closed:

Choose Action:

Choose Mature of Action -]
Choose Resolution of Fay Frohlem | Use a combination of the Ctrl key and a
Feassign Ticket left mouse click to choose more than one option.

See notes

Submit Response |

Once closed, the problem ticket will no longer appear on the Open Tickets
list.

Running Pay Problem Reports
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Reports of open pay problem tickets can be produced through ART with the
output in a Microsoft Excel spreadsheet to allow for more flexibility in
reviewing and analyzing pay problem tickets (at this time there is no
capability of using this process to view closed pay problem tickets; this will
be provided in the future). Follow these steps to prepare a report of pay
problem tickets:

Step Action

1 Select Pay Problems from the ART main menu, then select View
Pay Problems.

2 Click on the <Proceed to Helpdesk> button.

3 At this point, you can select how you view the tickets. ART allows
you to select on any of the radio buttons on the Details screen.
Click on the radio button by your first selection. The following
selections are provided on the first screen:
e Branch
e CPAC
e Command
e Creator
e Division
e Owner
e Servicing Region
e Ticket Employee
e Ticket Sub Type
e Unit Identifier
Once your selection appears, you can then click on your next
select criteria in the first column to further reduce your selection.
For example, if your first selection was "CPAC" then you would
see a listing of CPAC:s in the first column and you just need to
click on the CPAC you want. You can further select by using the
radio buttons again. For example, once you see your CPAC
selection, you can then choose to see the tickets by Ticket Sub
Type.

4 Once the selection process is done, click on the <View Details>

button at the bottom of the screen. This will give you a listing of
the pay problem tickets with the ticket number in the far left
column.

60



Army Regional Tools (ART) Users Guide

You can then resort the data on the screen by clicking on the
<Resort Data> button. The following selections are available:

Ticket Number: the unique number assigned to reported
problem. It is assigned sequentially as the tickets are
submitted.

Ticket Age: calculated field indicating how many days the
ticket has been opened. This date is based on the opened date.
Opened Date: the actual date, hour, minute, and time that the
ticket was created (this is the default primary sort).

Ticket Sub type: the type of pay problem submitted (see listing
of available choices under Create a new ticket).

Organization Code: the organization code of the employee for
that pay problem.

Ticket Employee: the name of the employee for that pay
problem (the secondary default sort).

Last Response: the last information entered into the ticket as a
response. This field always starts with the date of the response,
so the sorting by this field will indicate the last time anyone
entered data into the ticket or whether the ticket does not yet
have a response.

Owner: the person who currently has ownership of the ticket
and is responsible for resolving the problem. If this is blank no
one has ownership yet.

Creator: the person who submitted the ticket originally.
Assignment: the group to which the ticket is assigned. For pay
problems, they will all be assigned to Pay Problem001.
Servicing Region: the region that services the employee’s
record.
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Choose the sort order for this Report:

Columns on the Report: Sort by these Columns:
Ticket Mumber = Opened Date =
Ticket Age Ticket Employees
Dpened Date

Ticket Sub Type

Organization Code

Ticket Employee Sort by -> | ﬂ

Last Fesponse

et
Creator < remove | ﬂ

Assignment

=l [

Goto Report |

The reports are originally sorted alphabetically by the opened date
of the problem ticket; however, the user can change the sort by
highlighting the preferred sort on the left and clicking Sort bya .
This will move the selected choice to the right column under "Sort
by these Columns".

Once you have your selection criteria in the right column, you may
use the up and down arrows for your sort order. To change the
order, highlight the option that must be moved and then use the up
or down arrow on the right to move the option up or down.

Then click on the <Go to Report> button to see your list of tickets.

For an electronic copy of the report, click the <View in Excel>
button at the bottom. This will open the report in Excel where you
can further manipulate the data and save it as an Excel spreadsheet
(note, if saving the report in Excel, change the type of file from
text to Excel worksheet).

/3 hitps://130.114.131.193/DATA/PRINT /6098747772 xls - Microsolt Internet Explorer

J File  Edit Miew Inset Format Tools Data Go  Favoites  Help
EEHESRY $BRRS o- (A& =42 B - [
Aria “uwcBlruE=E=E8 %, WA EE L --A
Al j = Ticket Mumber
A [ B [ ¢ [ o [ E T[F[ &6 [ H [ 1T T J T K
1 TicketNu!Tlcket Age Opened D: Ticket Sub Organizati Ticke Last ResprOwner Creator | Assignment
| 2 | 16B7ZAE 191 2002-07-1EIncorrect FBBMCWOE SPRIZ002-08-25 ART DEVEBROYWN E PAYPROBLEMOON
| 3| 163908 176 2002-07-31Incorrect FALKBYYA G ROT 2002-09-0< ART DEVEEROWYN EPAYPROELEMOO1
| 4| 172314 154 2002-08-22 Incorrect FACYDW2E EVEI2002-08-02 W TEST BROWN E PAYPROBLEMOO1
| 5 | 173737 139 2002-09-06WWork Sche BNFCWOR MAR 2002-10-07 NE TEST (Perezroms PAYFPROBLEMOO1
| 6 | 173961 135 2002-09-10 Terrninatio ALSFWIEFAN : ... ART DEVEBROWN EPAYPROBLEMOO1
| 7| 173963 135 2002-09-1CFirefighter BRMAW F CHAS 2002-10-3C WE TEST (BROWN EPAYPROBLEMOO1
| 8 | 174338 113 2002-10-02 Aweards  AGSBWI. GALE: ... ART DEVENE TEST (PAYPROEBLEMOO1
9 174889 113 2002- 1D D‘Change to AGSEIW1 GALE2DD2 11-2€5W TEST |NE TEST (PAYPROBLEMOON
‘ - bl P “J:rl..r T T h s T e A
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Inbox Statistics Il

What are Inbox The Inbox Statistics tool provides information on timeliness of processing

Statistics? personnel actions (formerly known as the Red-Amber-Green report). This
tool can provide consolidated information by region, CPAC location,
Command, Inbox Sub-Type, or Inbox Type, as well as information on
specific actions to include links to position data, organizational information,
and individual RPAs.

Related tools e Inbox Statistics presents information about open personnel actions
(including actions that have been completed but not consummated, i.c.,
the effective date has not arrived). To view historical information about
closed actions, use the Review and Analysis tool, page 105.

e (CPOC users can access the same information that is provided by Inbox
Statistics using My Stuff, page 73. My Stuff is another way to access
Inbox Statistics and other ART tools but they are tailored to each user's
organizational location (for example, the user sees inbox statistics
pertaining to his/her branch or division only).

e The RPA Tracker tool provides access to RPAs for specific employees
(based on the RPA number). Both Inbox Statistics and RPA Tracker use
the same RPA Viewer to look at individual RPAs. See RPA Tracker,
page 97.

Benefits of Inbox Statistics

Benefits to In-box statistics can be used by CPOC staff members in many ways:
CPOC Staff e As atracker — The staffer can track individual actions quickly and
efficiently.

e As a status report — The status of an action is reflected in the Inbox
Statistics tool, if the event codes and information are entered timely and
accurately.

e As a workload indicator — Inbox Statistics provides numbers and types of
actions in individual in-boxes. The staffer can access information on
actions initiated by management that are in route to the CPOC for workload
planning and forecasting. Team leaders, Branch Chiefs, and Division
Chiefs can monitor workload to ensure even distribution of work and
resources.
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Inbox Statistics can be used by CPAC staff members to:
e Track actions routed to the CPOC.

e Obtain the status of actions.

e Reduce number of inquiries forwarded to CPOC

Managers can benefit:

e Track initiated actions.

e Check status of actions.

e Comment on the action at any time during the life of the RPA.

Administrative personnel, personnel liaisons, etc., can benefit:
e Track actions.
e Check status of the RPA(s).

Resource management personnel can benefit:

e Access and retrieve information pertinent to their organizations.
e Ensure proper execution of salary dollars.

e Check status of open/closed actions.

NOTE: Users only have access to information based on the level of permissions assigned
by the systems administrator.

Color Coding

Color coding

Inbox statistics uses a color scheme to reflect the number of days in the
"aging" process for each functional area (management, CPAC, CPOC) or
event in the staffing or processing cycle (open announcement, rating, ranking,
etc.).

Click on <View Colorization Chart> (on the layout screen as you are
accessing a particular report) to view the chart, part of which is shown here:

65



Army Regional Tools (ART) Users Guide

Close Window
Colorization Values i Days
status Type Red Amber [Yellow Elrih:n g::l.:n
Ages
c2AC he B 215 s 1 (1005 05
30 As B 51 s o5 42 @21 IO
IManagement Age -| 2-15115-1 --

Personnel Age 868 120 90

01

- Manager .| 143

02 -

CPAC B2

03 -

CPOC 088 05-05 5-0.

04

- Claszsification -| -12-9

05 -

06 -

07 -

Rating B s as

03

- OpenReferral | 28-21

09 -

Cormmited | [BEIR

10 -

Staffing Delay Bl 2015

Accessing and Using Inbox Statistics

Using inbox Follow these steps to use the Inbox Statistics tool:

stats

| Step |

Action
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From the ART main menu, select Inbox Statistics II to access this
tool. A submenu displays:

/) Army Regional Tools - AGMAAASPC021 - Mig

ART 1.1

Navigation: Main > Inhox Statistics Il

+ All Actions
+ Fill / Becruit Statistics
+ Non Fill / Recruit Statistics

MWenu ltem Descriptions

Select the type of actions that you want to examine (all actions,
fill/recruit, or non-fill/recruit). A further submenu displays:

'; Army Begional Tools - AGMAAASPCOZT - Microsoft Interndg

ART 1.1 o

Navigation: Main =Inhox Statistics Il = All Actions
All Open Actions

Opened in the Last 5 Work Days
Opened in the Last Work Day

Menu lterm Descriptions

Select the timeframe for the actions you want to examine (all,
opened in the last 5 workdays, opened in the last workday (not
available for fill/recruit). (The options for actions opened in the
last 5 workdays or last workday are particularly useful for CPACs
who want to monitor actions being sent to the CPOC from their
installation).

67



Army Regional Tools (ART) Users Guide

On the layout screen, use the radio buttons to indicate whether you
want to see actions based on total time in management, CPAC,
CPOC, in personnel (CPAC and CPOC), or by events:

Inbox Statistics II; All Actions; All Open Actions

Please Select the Overall Layout:

All Actions 01 || “iew Layaout Details

Colorized By: T Total Time in Management  Total Time in CPAC
& Total Time in CPOC  Total Time in Personnel © Event Time

View Colorization Chart

Froceed to Inbox Statistics |

e The <View Layout Details> button displays information about
filtering, grouping, and the level of detail that will be used in
the report you have selected. This is provided for information
only.

e The <View Colorization Chart> link displays the colorization
chart shown above (see Color Coding, page 65).

Click on <Proceed to Inbox Statistics>.
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The report displays, sorted by CPAC location. You can change this
to Command, event (rating, ranking, etc.), inbox, inbox type
(manager, RM, classifier, etc.) or subtype, NOA (nature of action),
smart number (RPA number), or UIC by clicking on another of the
radio buttons at the top of the table.

Note, for many users, this table will not be as lengthy as shown
here since you will only see the actions for your organization(s).
You can click on <View Details> at the bottom of the table to
proceed (step 8 below).

Inbox Statistics II; All Actions; All Open Actions; Layout = All Actions 07 Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings

@ CPAC Location € Command € Event Status € Inbox € Inbox Sub-Type  © Inbox Type € NOA € Smart Number € UIC

CPAC Location ‘ Red ‘ Amber Yellow | Hlah | | Total

ABERDEEN PROVING GROUND T 2 55 B
ARL - ADELPHI E 1o 10 15 N s
ARL - APG I [ [ -

COE BALTIMORE B > 15 I EH
COE BUFFALO | B E B R o
COE DETROIT | H 6 B s
COE NAD NEW ENGLAND | H 3 I [E

COE NEW YORK El >: 10 = E

Here's the same report sorted by inbox type:

Inbox Statistics II; All Actions; All Open Actions; Layout = All Actions 0. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings

€ CPAC Location € Command € Event Status € Inbox 0 Inbox Sub-Type '_f_"__i\nbox Type  © NOA 0 Smart Number € UIC

Inbox Type ‘ Red ‘ Amber Yellow | GLIIE!::l ‘ (?r:rekn | Total
I 5 s
cPoc EE =0 364 CE .
Manager [— - 5 [ T, =5
[ 0 =
Unkngun 0 o o | N
TEE - g g ]

ViERISEIEIE *¥ou can only view 1000 of less RPA's

Use the links in the left column to narrow down your selection
(e.g., choose a particular CPAC location or a particular inbox

type):

Inbox Statistice II; All Actions; All Open Actions; Layout= Alf Actions 0. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings; CPAC Location = CARLISLE

& CPAC Location ¢ Command ¢ Event Status ' Inbox  © Inbox Sub-Type € Inbox Type €0 NOA € Smart Number ¢ UIC

CPAC Location Red Amber Yellow Light Dark Total
Green Green
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Click the <View Details> button at the bottom of the table.
Depending on the size of the report this can take a moment or two

to display:
2} Army Rlegional Tools - AGMAAASPCIH - Microsolt Inbeinet Erploser E
ART 1.1 «F SRR S AF =i Inbox Statistics I
Ik SHatisties |1, All Actions; All Open Actions, Layowt = AN Actiors 07 Colorized by Total Time in CPOC, Statws = DPEN, Statug = FUTLIRE
[Growpings; CPAC Location = ARL - APG
Soried by Actions Requested, Everd Status
= s ! s T Fc E
Fegquest  Smart  Fegueest MGMT CPAC CPOC Actions HOA | Plan " | H" [
Date  Mumber  Sequence Time Time Time  Asguested | m | m dt |
| | Gr | |
D2NOY MACROAAN 158420 MO [ D AWaRD L PO02-12-12 0021212 [Y ACROAAMGRINAM
01JUN  HAGARHRD] O00540 EE B ] POS_ESTABLISH b 20010715 Tt ACARHRAMER14T M
01 paay m#s83  Fe2 13 D FOS_ESTABLISH _CARHRMGRIAZ
010CT M 1 51051 55 0 0 REALIGNMENT  [f30 - 2O0T-10-07 | AGARCIMGRIISML
Boi vy DiZee g0 p O REASSIGNMENT 9 IBCARWDMGROTIUN
(=X 1Zise  1s1 p D RECRUIT_FILL 55110241 't ACARAMMGRI! 3N
2L u. ARANOU 1222281 18 152 |RECRUT FILL GE1102-12 fMEADSEFIIACOE
07 pany £00 6748 kBl [0 0 RECRUIT FILL I | 1 [¥ IBCARHRMGREM
WozoEC HROO (183975 O 1115 |[SALARY CHG B Da-l:azﬂ-m_ DOC0324 POI203-24 [Y  MEBASSPOOSICOS
G2 2 1] o B SALARY ChG B3 GE-110212 | 0030112 WWGIPERSONREL - |
Bein HACARAMID [1i7411 e o n SEFPARATICN a6l - 0713 [t _ACARAMMGRISN
| X WD 117584 =R 1] ] SEPARATION 352 20020713 20020713 ¥ ACARAMMERISSN
0101 1 1 632 |SEPARATION  Go2 - 00105 EWARAAGENIOT
010 I i 632 |SEPARATICN < 200-0%-a0 | EWARAAGENIIGT
| (AT \EARCIDO i [ 637 [SEPARATION [0 Doo10e03 SN ALGENDG/C
Rason Dot Wiaw in Excel
| Parg Thme i | Avg Time in Aug Time in | Avg Time in L1
RPA Type Total MGH Inbox | CPAC Inbox  CPOC Inbox Pallnu!lnlu
FillRecnat | 0 [y [Ty [}
Crhar 15 235.7 43 12336 '2':"5
RPA Total | 15
ol i i
K] oy Flegaonal Tock: - NORTHEAST REGION [ 9 Irmmet

Note the following on this screen:

The table contains an entry for each RPA for the selected
CPAC (or event or inbox, etc.).

To view RPA information for a particular action, click the
RPA number in the "Smart Number" column (see next step).
The table scrolls to the right to display additional columns of
information, including the current inbox, event time and status,
etc.

The small table at the bottom provides summary statistical
information about timeliness of actions.

The <Resort> button allows you to resort the actions by
different columns.

The <View in Excel> button exports the table into an Excel
spreadsheet for additional manipulation or analysis.

The "GK" column indicates if the RPA has a gatekeeper
checklist. If "Y," you can view the checklist by clicking on the
link.
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; Armmy Regional Tools - Microsoft Internet Explorer

Close Window %

RPA Number: 01JUNSAGARHROOO20640

Action Requested: POS_ESTABLISH

Pay Plan-Series-Grade: --

Effective Date: )
Proposed Effective Date: 7/15/01 View RPA
Name:

MNature of Action:

CPAC Code: pira
Command Code: iz

Enter notes below:

To view more information about a specific RPA, click the RPA
number link in the "Smart Number" column

Yiew Position Information

Submit Motes |

Date Responded: | By: | Response: |_

=

To view the RPA data itself, click the "View RPA" link (see
next step).

If a position record exists, click the "View Position
Information" link to view this data (the link will not be active
if the position is not in the database).

You can add comments in the "Notes" block (and then click
<Submit Notes>). These notes will be accessible to other
users who view this RPA.
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10

The RPA Viewer displays all the data on the RPA itself, plus
provides access to the Gatekeeper checklist (if there is one), and (if
you scroll down) notes, current inbox (location), and tracking data:

:i APA Viewer - Microzoft Internet Exploner

Close Window @ GateKesper Chacklist

1. Actions Requested: POS_ESTABLISH

2. Reguest Number: 01JUMNAAGARHROO020640 (Cpen)
3. For Additional Information Call;

4. Proposed Effective Date: 7/15/01

4. Actions Requested By:

ADMINIETRATIVE OFFICER
/1301

6. Actions Authorlzed By:

|

DIRECTOR, HUMAN RESEARCH & ENGINEERING DIRECTORATE

1. Mame (Lasti, First, Middle): 2. Social Security Number: 3. Date of Birth:

EXHHN

Status Remark Decur Date 1 Date 2 Com
S . e,
el [ (5 i wieret i
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My Stuff

Note, this tool is for CPOC personnel.

My Stuff provides CPOC users with a convenient way to access various ART

tools, tailored to the CPOC staff member's organizational location (branch
and division, and region) within the CPOC. The tools that you can access
from My Stuff are:

e Inbox Statistics

Helpdesk

Suspenses

Organization Viewer

Review and Analysis

The tools available under My Stuff are the same as their counterparts
accessed from the ART main menu, but they are "tailored" to your
organizational location within the CPOC. The branch and division which is
used for My Stuff is based on the information you provide on the User
Preferences window (ART Account Editor) -- see Initial login (account
editor), page 13.

Accessing Inbox Statistics using My Stuff

Introduction

Follow these steps to access and use the Inbox Statistics tool through My
Stuff. (which automatically filters the data to your desired organizational
level -- branch, division, or region).

e "My Branch" is being used as an example here, but the same steps apply
for My Division and My Servicing Region. The primary difference
between these options is, of course, the amount of data that will be
displayed.

e Additionally, the examples below are using the "all open actions" option,
but the other options work the same way also (all open actions, all open
fill/recruit, or all open non-fill/recruit).

| Step | Action

73



Army Regional Tools (ART) Users Guide

From the ART main menu, select My Stuff to access this tool. A
submenu displays:

’a Army Begional Tools - NHETESTCPOCS

ART 1.1 (RC-12)

Navigation: Main > My Stuff

+ My Branch
+ My Division
My Modern Inbox
+ My Servicing Region

Menu ltem Descriptions

See Accessing Other Tools using My Stuff, page 77, for
information about My Modern Inbox.
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the menu selections on the My Stuff menu:

3 Information - Microzoft Internet Explorer

&

Close VWyindow

My Branch

Tools under this menu item use layouts that filter the data
based on the Branch setting in the user preferences

My Division
Tools under this menu item use layouts that filter the data
based on the Division setting in the user preferences

My Modern
Inbox

shows open actions that sit in any inbox that the useris
attached to in modern

My Servicing

Region

Tools under this menu item use layouts that filter the data
based on the Servicing Region setting in the user preferences

Clicking on the Menu Item Descriptions button explains each of

& I_ E |4 Irtemet

B
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Click on My Branch to see the selections available under that
option. Each of the selections uses data from your branch:

<3 Army Regional Tools - NETESTCPOCS - Micros)

ART 1.1 (RC-12)

Navigation: Main =My Stuff > My Branch

+ My Branch Open Actions - All
+ My Branch Reports
Open Fill / Recruits
Open Hon Fill / Recruits
Open Tickets
Organizations

Menu lterm Descriptions

Note, the same selections are available under My Division and My
Servicing Region, but the data that is pulled for these options
pertains to your division and region respectively.

See Accessing Other Tools using My Stuff, page 77, for
information about My Branch Reports, Open Tickets, and
Organizations.

Click on My Branch Open Actions - All to see the selections
available under that option:

/) Army Regional Tools - NETESTCPOCS - Microsoft Intemnet E xplorer

ART 1.1 (RC-12) N

B E

Navigation: Main =My Stuff > My Branch > My Branch Open Actions - All

All Open Actions
All Open Actions Opened in the Last 5 Work Days
All Open Actions Opened in the Last Work Day

flenu ltem Descriptions
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5 At this point, if you click on any of the selections, the standard
Layout screen displays:

<3 Army Regional Tools - NETESTCPOCS - Microsoft Internet Explorer [
ART 1.1 (RC-12) ¢= | zyr=1

My Stuff; My Branch; My Branch Open Actions - All; All Open
Actions

Please Select the Overall Layout:

by Branch All Actions 01 || Wiew Layout Details

Colorized By: T Total Time in Management © Total Time in
CPAC @ Total Time in CPOC " Total Time in Personnel
 Event Time

View Colorization Chart

Froceed to Inbox Statistics

This screen provides information about what data you have
selected, provides you the opportunity to colorize by time in
different types of organizations (Total Time in CPOC is the
default), and allows you to view the Colorization Chart.

6 Click on the <Proceed to Inbox Statistics> button to view the
open actions in your branch. At this point, follow the same steps
you would use if you had selected Inbox Statistics II from the ART
main menu (see Accessing and Using Inbox Statistics, page 66).
The major difference is that the actions displayed will be from
your branch only.

Accessing Other Tools using My Stuff

Other tools In addition to accessing the Inbox Statistics tool as shown above (at the
branch, division, or region level), My Stuff also provides access to other
ART tools.

| ART Tool | My Stuff navigation path(s) |
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Review and Analysis - Fill Time
report, Classification report (see
Review and Analysis, page 105)

My Stuff -- My Branch -- My
Branch Reports

My Stuff -- My Division -- My
Division Reports

My Stuff -- My Servicing
Region -- My Servicing Region
Reports

Review and Analysis - Population
Statistics (see Review and Analysis,
page 105)

My Stuff -- My Servicing
Region -- My Servicing Region
Reports

Inbox Statistics - for your inbox(es)
only (see Accessing and Using Inbox
Statistics, page 66)

My Stuff -- My Modern Inbox

Helpdesk -- pay problems,
suspenses, QC errors, etc. (see
Helpdesk, page 32)

My Stuff -- My Branch -- Open
Tickets

My Stuff -- My Division -- Open
Tickets

My Stuff -- My Servicing
Region -- Open Tickets

Organization Structure -- org codes,
cleartext names, tables of position
data (encumbered and vacant) for
each organizational segment (see
Organizational Structure, page 85)

My Stuff -- My Branch --
Organizations

My Stuff -- My Division --
Organizations

My Stuff -- My Servicing
Region -- Organizations
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NPA Tracker

The NPA Tracker is used to track Notifications of Personnel Actions (NPAs)
processed using DCPDS. The NPA Tracker tool allows the user to easily
locate and view the NPA (NPAs are retrieved based on the name of the
employee). The information provided is the same as that on the formal NPA,
although the format of the document is different (not displayed as a "form").
Users may use the NPA tracker to ensure actions are accurately processed. In
addition, when using the NPA Tracker, you also have access to the RPA that
was used to generate the NPA.

NPA: Notification of Personnel Action. This refers to the completed
Standard Form (SF) 50 which is the paper notification to an employee that
a personnel action has been processed (a copy is also filed in the
employee's Official Personnel Folder (OPF)). An electronic copy of this
form is maintained in DCPDS.

RPA: Request for Personnel Action. This refers to the "working
document" which is submitted by management to have a personnel action
taken on an employee (promotion, separation, recruitment, LWOP, etc.).
It is similar to a work order in other fields. Once an RPA has been
approved and processed, and the effective date has arrived, an NPA is
generated and sent to the employee and filed in the employee's OPF.

See the RPA Chapter in the DCPDS Desk Guide for additional
information.

Other tools provide information about NPAs and RPAs:

Employee Data, page 25, is an ART tool which provides personnel
information about specific employees and can be used to locate and view
NPAC(s) for a specific employee. Once you have selected a specific NPA,
you have access to the same NPA Viewer as is provided in the NPA
Tracker tool (described below).

RPA Tracker, page 97, is an ART tool that allows you to track and view
RPAs before they have been completed (that is, when no NPA is yet
available). Note, once the RPA has been processed and the effective date
has arrived, you can use either tool to view the NPA -- however, the NPA
Tracker retrieves NPAs by the employee name, and the RPA Tracker uses
the RPA number. An additional difference is that the RPA Tracker
provides "tracking" information, i.e., who has had the action and for how
long, which is not part of the NPA Tracker.

DCPDS, as the database of record for all employee and NPA data, can be
used to view NPAs. Refer to the DCPDS Desk Guide, Civilian Inbox
chapter, for instructions for accessing NPAs via your DCPDS inbox.
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Retrieving the NPA

Steps

After logging into ART, follow these steps:

Step Action
1 Select <NPA Tracker> from the ART Main Menu
2 Enter the name (or part of the name) of the employee, then click
on <View Details>:
; Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer
ART 1.1 -
Enter Name Search Text |
& Begins with  © Contains € Ends with
Yiew Details

3 If there is more than one employee matching the name

information, a list will be displayed. Click on the correct name

from the list.

a Aumy Aegional Tonls - AGMASAASPLEDZT - Mictosoft Internet Explooer

ART 1.1 - §
Mame Begins with 13 Mames found)
Employee Name _DlulsiunéBrandi CPALC _F P-Seri-Gr
i [ CPOCMA GS-0201-13 |
2 |E LETTERKEMMY [WE-2602-12 |
2 [H FORT DETRICK |G5-2210-12 |
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A listing of NPAs for the selected employee will be generated.
Select the appropriate NPA and click on the effective date to open
the action (see NPA Viewer, below). This is the same information
that is provided on the "official" Notification of Personnel Action
that is printed and provided to the employee and filed in the
employee’s Official Personnel File (OPF). To view the RPA
instead of the NPA, click on the blue link in the "Request Number
(RPA)" column instead.

Linkto NPA Linkto RPA
wf f
HOA(T) Humber A
- Pay Ady

cation of Pemeniel Action B W giiest Tor Pereomnel Adtion
Eff Date HOAZ) Accept Signature . Requ RPA)  Action Requested Approval Date Authorizing Signansre
113 ! Donakd P Taglor § MSLIGTEOS EEE SALARY_CHG  AAMLEI
11203 B3 - Withn-grade be: Angela 0. Francls B WGl 225362 BALARY CHG 172503
2002 B40 - Individual Cash Award - Pamels B. Bond [ D2ZAUGAAGMAAADD1 32559 WWARD B21a2 Praler, Carotyn P
11302 B4 . PayAdi L Donal P Tagior J§ MELIDS7GA.220  SALARY CHG  (A302  Prater, Caohnf
301 BAD - Indridual Cash Awsed - Linda A Faigoe [ D1ALUGRAGMAAADI03TS WWARD S0 Pratee, Caenhm P

Once you have selected the NPA you want to view, it displays in the NPA
This NPA contains the same data that is contained on the actual
NPA which is found in DCPDS but it is not displayed as a "form" as it is in
DCPDS. For convenience, the NPA is broken into 3 panels (it is one long
document when viewed in ART). Most of the data is self-explanatory but a
few notes have been added:
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Panel 1 a Army Aegional Tools - Microzoft Internct Explorer

Close Window &

1. Hame (Last, First, Middle): 2. Social Security Number: 3. Date of Birth: 4. Effective Date:
112003 12:00:00 P

O
58 Code: 894

5.B. Nature of Action:

Pay Adj

5.C. Code: CWWM

5.0. Legal Authority: Reqg 531 205

5-E. Code: ILn

5F. LegalAuthority: E O, 13252, Dated 31-DEC-2002 |
N O R e e
-8, Code:

6-B. Nature of Action:

6.C. Code:

G-, Legal Authority:

6-E. Code:

6-F. Legal Authority: =l

7 COMNB: Daclilos Thla asd Basbae: DEDSORBE] WMARACERERT SOECIALIST ANTIT2 SARE

e The top part of the NPA contains identifying information about the
employee and the type of action taken.
e Use the Printer icon at the top of the window to print a hard copy.

R Army Regional Tools - Microsaft Internet Exploses

Panel 2

7. FROM: Position Title and Number: PERSONNEL MAMNAGEMENT SPECIALIST BOFOE.5455 %
i, Pay Plan: GS f
9. Ocec Code: 0207

10. Grade/Level: 13

11, Step/Rate 07

12. Total Salary: 72473

12/ Basic Pay: 71289

12B. Locality Adj: 5154

12C. Adj. Basic Pay: 79473 [‘E

120. Other Pay: O

13. Pay Basis: PA

14. Name and Location of Position’s Organization:

ASAMERA)

CI PERS OPERATIONS CTR MGMT AGEMCY

TRAINING MANAGEMENT DIISION

ABERDEEN PRONVING GROUND MD 21005

15, TO: Position Title and Number: PERSORNEL MANAGEMENT SFECIALIST 80703 5465
16. Pay Plan: G5

17, Oce Code: 007 o
18, Grade/Level: 13

19. Step/Rate: 07

20. Total Salary/Award: 81941

204, Basic Pay: 73503

20B. Locality Adj: B433

20C. Adj. Basic Pay: 815241

200, Other Pay:

21. Pay Basis: PA

22. Hame and Location of Position’s Organization:

ASAMERA)

CIY PERE OPERATIONS CTR MGWT AGENCY

TRAINING MANAGEMENT DIISION

ABERDEEN PROVING GROUND MD 21005

e This section contains the "from" and "to" information.
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2R Army Aegional Tools - Microsoft Internet Explones

23, Veterans Preference: 2

24, Tenure: 1

25, Agency Use:

26. Veternas Preference for RIF: ¥

27, FEGLI: DO

Basic + Option &

28, Annuitant Indicator: 9

Mot Applicable

29, Pay Rate Determinant: O

J0. Retirement Plan: 1

CSRS

3. Service Comp, Date(leave): 5472

32. Work Schedule: F

FulkTirne

33. Part Time Hours Per Bi-Weekly Pay Period: |
N T
34, Position Occuplied: 1

35. FLSA Category: E

36. Appropriation Code:

4337000 AF

37. Bargaining Unit Status: 5388

38, Duty Station Code: 240015025

39. Duty Station:

ABERDEEM PROY GRND / HARFORD / MARYLAND

40. Agency Data:

1. Agency Data:

42. Agency Data:

43, Agency Data:

44, Agency Data:

45, Remarks:

d6. Employee Depariment or Agency:

Fld Operating Odes of Ofc of the Secrelary of Amy (ARSE)

47, Agency Code: ARSE

48, Personnel Office 1D: 1962

49, Approval Date: 1/10/03

50, Signature/Authentication and Title of Approving Official:

Donald P. Taylor il
Designated Approving Official =

e This section contains employee and position data. Notice that there are no

notes or tracking information (you must view the RPA to see this data).
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OPF Tracker

OPF Tracker is a link to the OPF Tracker application, which is a tool used by
CPOC and CPAC staff to keep track of the location of employee Official
Personnel Folders (OPFs).

The OPF Tracker function can be accessed directly from the ART tool kit.
Select <OPF Tracker> from the main menu. This link will take you directly
to the OPF Tracker (Figure 3-1). You will need your CSU User Name and
password for Modern DCPDS to access the Tracker. NOTE: Use of the OPF
Tracker is restricted to CPAC and CPOC staff members.

OPF Tracker 11

Logon Screen

TTzername I

Paszsword |

Click Here Ta Logan

Note: Tse your T35 usernamefpasword from
Iladern DCPDE
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Organizational Structure

Purpose The purpose of the Organizational Structure tool in ART is to provide the
user with immediate, up-to-date information about the organization.

Organizational Structure

Organizational The user may access this tool by selecting <Organizational Structure> from

Structure the ART Main Menu. Follow these steps to use the tool:
Information
Step Action
1 After accessing the Organizational Structure tool, click on <View

Information> (Figure 12-1).

MNavigation: Main > Organization Structure

View Information

Figure 12-1.

2 Once you click on <View Information>, please be patient while
the data loads. Once the data has loaded, you can select from the
following: CPAC Location, Command Code, or Unit Identifier
Code (UIC). Select the appropriate field and proceed to step 3.

3 The available information is depicted as follows:
e Total Organizations

e Organizations with Positions

Organizations without Positions
Organizations Pending

Encumbered Positions

e Vacant Positions

4 There are two buttons at the bottom of the screen <View
Organizational Clear Text> and <View Positions>. These
buttons provide a link to position information and employee
information.
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Pay Data
Contents This section covers the following topics:
Topic See Page
Purpose 45
IVRS Interface 45
Pay Data Rejects 48
Pay Data Reverse Interface 50
Pay Data Transaction W3L 52
Purpose
Purpose The purpose of the Pay Data ART tool is to provide personnelists with an

easy to use link for different types of Pay Data. The Pay Data tool provides
the user with information on IVRS Interface problems, Pay Data Rejects, Pay
Data Reverse Interface problems, and Pay Data Transaction W3L reports.

IVRS Interface

IVRS Interface  The user may access information on IVRS interface problems using this tool.
Follow these steps to access the required information:

Step

Action

1

Log in to the ART tools; select <Pay Data> from the Main Menu.
The next screen will reflect the four types of Pay Data information

you may select from. At this screen click on <IVRS Interface>
(Figure 10-1).

Navigation: Main > Pay Data

IVRS Interface

Pay Data Rejects

Pay Daia Reverse Interface
Pay Daia Transactions YW3L

Figure 10-1. Types of Pay Data

86



Army Regional Tools (ART) Users Guide

After selecting IVRS Interface from the menu, you may select
from the following options (Figure 10-2). You may sort data
based on the number of days, by all, or by name. In addition, the
data may be sorted by “Errors Only” or by “Processed and Errors”.

After making selections, click on <View Details> for specific
information.

Army Regional Tools

Pay Data
Fay Data Main Menu ART Main Menu
Back to Previous Page

Logoff

TVES Imterface

@ Last7?Days O Last 14 Days  C Last21Days ' Last28Days O Al € By Name

@ Errors Only  © Processed and Errors

View Details
Figure 10-2. Sort Selections — [VRS Interface.

After clicking on View Details, you may select from the following

categories: Command, Division, by CF Branch, by CPAC, or by
Date Time Stamp (Figure 10-3).

Army Regional Tools
Pay Data Main Menu ART Main Mena
Backto Previous Page Logoff

Pay Data

IVES Intetface - Time Frame = Last 7 Days - Errors Only =

@By CMD» By Dmision By CF Branch By CPAC € By Date Time Stamp

Command
() [nactive Record
AMC All others

Field Operating Offices Of The Sec Of The Amm
Mo value

Total Actions Errors

US Army Communications -Electronics Command

UE Apmy Corpe Of Engineers

15 Army Medical Command

Figure 10-3. Sort Selections — IVRS Interface.

Bl im i
SIS
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Time Stamp.

After making your selection by Command, Division, CF Branch,
Date Time Stamp, etc., click on the hyperlink in the left column.
Figure 10-4 reflects IVRS Interface Problems by CPAC, total

actions, and number of errors. Figure 10-5 reflects actions by Date

Army Regional Tools

SLAY

Pay Data Wain WMenu
Backto Previous Page

Pay Data

ART Wlain Wenu
Logoff

IVES Interface - Time Frame = Last 7 Days - Errers Only

C By CMD € ByDivision ' By CF Branch

By CPAC O By Date Time Stamp

-

CPAC Total Actions

(1) Inactive Record

ABERDEEN PROVING GROUTHD

ARL - ADELPHI

COE BALTIMORE

— | s o—
| e

Figure 10-4. Sort Selections — CPAC

Army Regional Tools

SRAZ

Pay Data Main Menu
Back to Previous Page

Pay Data

ART Main Menu
Lognff

VRS Interface - Time Frame = Last 7 Days - Errors Only

OBy CMD  ©ByDmision ¢ By CF Branch By CPAC ?_“_.(.f:__.‘ByDate Time Stamp

-

Daie Time Stamp Total Actions

2001 -(16-14

2001-06-17

2001-06-18

2001-06-19

2001-06-21

2001-06-22

2001-06-24

2001-06-25

2001 -(165-26

Wil =l ol — | —

[IC) [FICH (U IS (S [TUY [RV- QU (U

TOTALS

5

Figure 10-5. Sort Selections — Time Date Stamp
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Click on the category in the left hand column to bring up
information for that particular category. Figure 10-6 reflects the
sort categories you may choose from, or if you choose to bypass
the sort categories, click <Submit>.

How would you like to sort the data: Sart by these fields:
Employes Mame
PF-SERI-GR
Organization

Date Tirme Starmp sort by -> |
< remove |

Subrmnit |

Figure 10-6. Sort Categories.

After making the final selections from the sort fields, you will see
a screen similar to Figure 10-7. The information pertaining to the
employee has been eliminated due to security restrictions.
Therefore, only the headings are reflected in Figure 10-7. By
clicking on <Date Time Stamp> , the user may view the error(s)
and specific information for each type of error.

IVES Interface - Command = AMC All others - Time Frame = Last 7 Days - Errors Only

Daie

PP-Seri- A Time
or Organization Stanp

Date
Reject Comment

Extployee Name

Figure 10-7.

Pay Data Rejects

Pay Data The user may access information on Pay Data Rejects problems using this
Rejects tool. Follow these steps to access the required information:

Step

Action

1

Log in to the ART tools; select <Pay Data> from the Main Menu.
The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <Pay Data Rejects>
(Figure 10-1).
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At the next screen, select from the available options (Figure 10-8).
Click on <View Details>.

Pay Data: Bejects In

% Last 7 Days  © Last 14 Days ' Last21 Days  © Last 28 Days Al © By Name

Wiew Detalls |

Figure 10-8.

Select from the sort fields (Figure 10-9): Command, Division, CF
Branch, CPAC, Transaction Date, or Payroll Office ID. Figure 10-
9 is sorted by Command. Click on <View Details> at the bottom
of the screen.

Pay Data: Rejects In - Time Frame = Last 7 Days

@By CMD O ByDiwision O By CFBranch By CPAC € By Transaction Date € By Payroll Office Id
C By NOA

Conmand Total Actions

Field Operating Offices Of The Jec Of The Army 4
Field Operation And Staff Support A gencies 3

Figure 10-9.

Select sort criteria (Figure 10-10), or you may bypass the sort
function by clicking on the <Submit> button.

How would you like to sort the data: Sort by these fields:
Employee Mame
FP-SERI-GR
Organization

Mature of Action (MNOA)

Payrall Office Id sortby >

- remose |

Subimit

H

Figure 10-10.
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Once you click on the <Submit> button, you will be taken to the
next screen (Figure 10-11). Click on the <Employee Name> to
receive information as depicted in (Figure 10-12). There are many
types of information available from this screen: Salary, SCD,
TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking on
<NOA> (Figure 10-11), you can view very explicit information
pertaining to the pay data reject. Due to personal security
restrictions a representative screen is not available.

Pay Data: Eejects In - Command = Field Operating Offices Of The Sec Of The Army - Time Frame = Last 7 Days

NOA Payroll Pay
Employee Name ‘PP-Ser‘i—Gr NOA Eff Date ‘Or‘ganizaﬁml Office Period ‘
Figure 10-11.
Enployee Information
Pay Plan: 33 RBeries: 0230
Grade: 07 Siep: 01
PayRD: & CPOID: FW

& Salary 0 3cD O TSP O WIS © NTE 0 Other CPCN's

' Retained € Benefits © Projected ' Other Training

Figure 10-12.

Pay Data Reverse Interface

Pay Data
Reverse
Interface

The user may access information on Pay Data Reverse Interface problems
using this tool. Follow these steps to access the required information:

Step

Action

1

Log in to the ART tools; select <Pay Data > from the Main Menu.
The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <Pay Data Reverse
Interface> (Figure 10-1).
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At the next screen, select from the available options (Figure 10-
13). Click on <View Details>.

Pay Data: Eeverse Interface
@ Last 7 Days  Last 14 Days  Last 21 Days C Last 28 Days  © all  © By IMName

@ Errors Only  © Processed and Errors

YWiew Details |

Figure 10-13.

Select from the sort fields (Figure 10-14): Command, Division,

10-14 is sorted by Command. Click on <View Details> at the

bottom of the screen. Select sort criteria as identified in Figure 10-
15.

CF Branch, CPAC, Transaction Date, or Payroll Office ID. Figure

Pay Data: Reverse Interface - Time Frame = Last 7 Days - Errors Only

@By CMD ¢ ByDivision O By CFBranch OBy CPAC O ByPayDate CByTICId

Command Total Actions Errors
(1) Inactive Record 245 245
Field Operating Offices Of The Sec Of The Army 5 5

Figure 10-14.

Select sort criteria (Figure 10-15), or you may bypass the sort
function by clicking on the <Submit> button.

How would wou like to sort the data: Sort by these fields:
Employee Mame
FPP-SERI-GR
Job Mumber

Organization
TIED _sontby > |

PANYROLL_ORG_CODE

REMARKS <t rermove |

Subrmit |

Figure 10-15.
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Once you click on the <Submit> button, you will be taken to the
next screen (Figure 10-16). Click on the <Employee Name> to
receive information as depicted in (Figure 10-12) under Pay Data
Rejects. There are many types of information available from this
screen: Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training,
etc. By clicking on <Job Number> (Figure 10-16), you can view
the position description. By clicking on <TIC> you can view
explicit information pertaining to the pay data reverse interface
error. Due to personal security restrictions a representative screen
is not available.

Reverse Pay Transactions - Command = Field Operatng Offices Of The Sec Of The Army - Time Frame = Last 7 Days -

Errors Only - Errors Only
Organization 'TIC |Pay Date|R_EIVl.AR](S

P-SERI- [Job
|Ell|ployee Mame GR fumber

Figure 10-16.

Pay Data Transactions W3L

Pay Data
Transactions
W3L

The user may access information on Pay Data Transactions W3L problems
using this tool. Follow these steps to access the required information:

Step Action
1 Log in to the ART tools; select <Pay Data > from the Main Menu.
The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <Pay Data
Transaction W3L> (Figure 10-1).
2 At the next screen, select from the available options (Figure 10-

17). Click on <View Details>.

Pay Data: Transactions - W3L

& Last 7 Days 1 Last 14 Days  © Last 21 Days  © Last 28 Days € Al € By Name

Wiew Details |

Figure 10-17
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Select from the sort fields (Figure 10-18): Command, Division,
CF Branch, CPAC, Transaction Date, or Payroll Office ID. Figure
10-18 is sorted by Command. Click on <View Details> at the
bottom of the screen. Select sort criteria as identified in Figure 10-
19.

Pay Data: Transactions - W3L - Command = AMC All others - Tune Frame = Last 7 Days

@By CMD  © ByDivision By CF Branch € By CPAC ¢ By Transaction Date  © By Payroll Office Id
C By NOA

Command Total Actions

ANC All others 17

TOTALS 17
“iew Details |

Figure 10-18.

Select sort criteria (Figure 10-19), or you may bypass the sort
function by clicking on the <Submit> button.

How weould wou like to sartthe data: Sort by these fields:
Employee MNarne
PP-SERI-GR

Job Number
Organization

TIC_ID
PAYROLL_ORG_CODE

FEMARES < remove |

sort by -

Subrnit |

Figure 10-19.

At the next screen (Figure 10-20), click on the <Employee Name>
to receive information as depicted in (Figure 10-12) under Pay
Data Rejects. There are many types of information available from
this screen: Salary, SCD, TSP, WIGI, NTE dates, Benefits,
Training, etc. By clicking on <NOA>, you can view explicit
information pertaining to the pay data transactions W3L error.

Due to personal security restrictions a representative screen is not
available.

Pay Data: Transactions - W3L - Command = AWMC Al others - Tine Frame = Last 7 Days

PP-Seri. NOA Payroll ALT. Basic  |Trans
Enployee Name Gr NOA Eff Date |Organization JEJ |Office uIc e Salary |Date

Figure 10-20
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Pay Problems

The Pay Problems application in ART provides access to that segment of the
Helpdesk that is used to work pay problems. It is an alternative way of
accessing the Helpdesk that automatically filters Helpdesk tickets to display
only those that are identified as pay problems. See Pay Problem Reporting
Tool, page 37 (part of the Helpdesk chapter).

<3 Army Regional Tools - NETESTCPOCS -

ART 1.1 (RC-12)

Navigation: Main > Pay Problems

View Pay Problems
Work Pay Problems
Work Pay Problems | Own

Menu Iterm Descriptions

Menu Selection Refer to...
View Pay Problems o Viewing Pay Problems in ART, page 42
e  Running Pay Problem Reports, page 59
Work Pay Problems Working Pay Problems in ART, page 49
Work Pay Problems I Own | Working Pay Problems in ART, page 49

95



Purpose

Accessing
Phone/E-mail
Lists

Army Regional Tools (ART) Users Guide

Phone and Email List

The ART Phone and Email List tool provides a convenient way to find the
phone number(s) and/or email address of other ART users. The information
on the phone and email list comes from each user's preferences (see Initial

login (account editor), page 13).

From the Art Main Menu, select Phone and Email List. You can then select

from a list of commands and operating offices (Figure 3-3) or select from one

of the following buttons at the top of the Phone and Email Listing screen.

Command
User Type

CPAC
Name

Phote and Email Listing

By CMD O By User Type © By CPAC  © By MName
Commands Total
AMC A1 others 26
Field Operating Offices Of The Sec Of The Army 256
Field Operation And Staff Support A gencies 40
HO DA Staff Field Operating & gencies 14
HO U3 Military Entrance Processing CWID 2

Figure 3-3. Phone and Email List.
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RPA Tracker

Purpose The RPA Tracker provides an easy to use search mechanism for locating and
viewing specific RPAs (Requests for Personnel Action) initiated and
processed using DCPDS. You can also add notes to an RPA using this tool.

Related tools Although you can use the RPA Tracker to find and view any RPA to which
you have access, it is most efficiently used to look for and view one RPA,
particularly if you know the RPA number. Other ART tools may be more
appropriate in other circumstances -- several tools provide access to the same
RPA viewer function:

Inbox Statistics 11 (page 64), which provides timeliness information about
the processing of open RPAs, can be used to locate and view a specific
(open) RPA. Once you have selected a specific RPA, you have access to
the same RPA Viewer as is provided in the RPA Tracker tool (described
below).

Review and Analysis (page 105), which provides timeliness information
about closed RPAs, can be used to locate and view a specific (closed)
RPA. Once you have selected a specific RPA, you have access to the
same RPA Viewer as is provided in the RPA Tracker tool (described
below).

Employee Data (page 25), which provides personnel information about
specific employees, can also be used to locate and view RPA(s) for a
specific employee. Once you have selected a specific RPA, you have
access to the same RPA Viewer as is provided in the RPA Tracker tool
(described below).

NPA Tracker (page 79) can be used once a personnel action has
processed and a Notification of Personnel Action (NPA) has been
generated. With this tool you can view either the NPA or the RPA. The
major difference between these two is that the RPA record includes
tracking information (who had the action, for how long). In addition, the
NPA Tracker retrieves records based on the employee's name rather than
the RPA number.

DCPDS, as the database of record for all employee and RPA data, can be
used to view both open and closed RPAs. Refer to the DCPDS Desk
Guide, Civilian Inbox chapter, for instructions for accessing RPAs via
your DCPDS inbox.

Locating an RPA
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Accessing the Follow these steps to access the RPA Tracker and locate an RPA:

Tracker

Step

Action

1

From the ART Main Menu, click on <RPA Tracker>.

2

Click one of the radio buttons to select whether you are looking for
open, completed (closed), canceled, future, or all RPAs. Then
enter the RPA number if available (if you are searching for a
specific RPA by number and are not sure of its status, click the
"All" button).

e Ifyou don't know the number, you can use a partial number or
you can just enter the wildcard (%) in the RPA number box.
However, if you have access to a large number of RPAs, ART
will not display more than 1000 records so if your criteria will
select more than that, you will receive an error message (see
Related Tools, above, for other ways of viewing an RPA if you
do not know the number).

e Click on <Begin Search> to locate the RPA.

/3 Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 =

B0 R &S A

Searchfor RPAsthatare:  ® Open  © Completed € Canceled ©Future € All

Enter RPA Number Search Text ||
& Begins with  © Containg € Ends with

Begin Search |
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Specify the sort criteria that you want to use on the next screen.
This is important if you expect to get a large list of RPAs and need
to look for one in particular. Once you've selected the sort fields,
click the <Submit> button.

e Ifyou don't care about the sort order (or if you are searching
for one RPA by its number -- in which case the sort is
irrelevant), just click the <Submit> button without entering any
sort criteria.

Fields to sort the data by:

Reguest Mumber
Smart Mumber
Date
Management Time
CPAC Time
CPOCTime
Persannel Time
Event Time
Action Requested
PP-5eri-Gr
Effective Date
Mame

MOA,

Current Inbiox
Current Event
Responded
Response

Submit |

Hit the submit button without choosing any fields to bypass the sort.

Sort by these fields:

sort by > |
< rermove |

A list of matching RPAs will display (or just one if you are
searching by the RPA number):

ART S e BERE3AFH | 4 RPA Tracker
RFA Tracker. Fulume RR%s / Beging wilh /% (375 RPAs faund] 1=
bSorted By Regquest Mumber N |

o Mcc|p 5
A Smant Unique G P P | E| Acion | PPSeri. | Effective Curreed  Curromt G
T Fum Mum MAO|R| Requested | G Date o o ks Event | K Fospeon:
E TCC|s a
NZ0EC HABDMATI) 155000 WED 7 [elany cng [0 3333 Jane | [
NI0EC MALRDENT 62T B (117 1B Halary Chy i ?v’]}J’r' b
(90EC MALRDED 1652720 [T B [Salary_Chg i
NI0EC HALRDLEDO 1E5273 B ok -'”:'“--'ﬂ- L
[20EC [1ALADCI0 1es2ra B P17 B Sty oy SE PO |
D20EC HALRDS T 161127 1 MWD W4 Saparation Pt
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5 Once you locate the RPA that you want to view, click the blue
"Smart Num" link to display the basic data window about the
RPA:

H Army FAegional Tools - Microsoft Intemet Explorer

Close Window

RPA NHumber: 0ZDECAALRDSTODNGE1127

Action Requested: SEPARATION

Pay Plan-Series-Grade: --

Effective Date: 1431203 12:00:00 PM o R

Proposed Effective Date: /311035 View Position Infarmation
Marae YIEy Qs moarrma
Mature of Action: 302

CPAC Code: AL

Command Code: B

Enter notes below:

=]
=
Subimil Matas
e e e e e
[&] Dare 5 [ Intemet 2

e If desired, you can enter a note pertaining to this RPA -- type
the note in the Enter notes below area, then click the <Submit
Notes> button. Any notes you enter will travel with the RPA
and be accessible to others who view or work on this RPA.

e C(Click on the View RPA link to display the RPA Viewer
(discussed in the next section).

The RPA Viewer

Viewing the
RPA

Once you have selected the RPA you want to view, it displays in the RPA
Viewer. This is the same viewer that is used when you display RPAs from
other ART tools (Inbox Statistics, Review and Analysis, Employee Data, etc.
-- see Related Tools, above). The RPA Viewer in ART displays the same
data that is contained on the actual RPA which is found in DCPDS (including
some additional information), but it is not displayed as a "form" as it is in
DCPDS. For convenience, the RPA is broken into 4 panels (it is one long
document when viewed in ART). Most of the data is self-explanatory but a
few notes have been added:
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Note the Gatekeeper Checklist link at the top of the RPA. If this link is
active (blue), you can view and/or modify the Gatekeeper Checklist for
this action. See Gatekeeper Checklist section in the RPA chapter of the
DCPDS Desk Guide.

The top part of the RPA contains information about the requesting office,

the type of action being requested, and the subject of the action.

The Status Remarks section contains any event codes that have been
entered by the CPOC pertaining to this action (none are present in this
example).

% Gatekeeper Checklist

Close Windoms

1. Actions Fegquested: SEPARATION

2. Reguest Numbar: 02DEC4ALRDETOONET127 (Opsen)
3. For Additional Infarmation Call:

A. Proposed Effective Date: 173103 f
4. Actions Regquesied By

MANAGEMENT AMal YST

13202
6. Actions futhorized By:

TECHMICAL DIRECTOR

L B e )
1. Hamae [Last, First, Middlej: 2. Social Security Number: 1. Date of Binh: 4. EMpctive Date:

1431403 12400000 PM

BT RS T
Statws Remark  Ocewr Dated  Daw2  Comments
T e R
S, Coale: 02

58, Nature of Action: Reliremend-%oluntary  NTE:
5.C. Code: SOM

a0, Legal Awtharity: S U5 C 8136

A.E. Code:

5F. LegalAutharity:

1
G ATTON R R R R,
)

i, Coda:

6-B. Nawre of Action:  NTE:

60, Coide:

60, Legal Autharity: -

4| | ®
@] Dore [ 18 e Intmnet W
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Panel 2 This section contains the "from" and "to" information (similar to what is
shown on page 2 of the RPA in DCPDS). In this sample, there is no "to"
information since the action is a separation.

2 APA Veswar - Micraeodt Inteenet Explores
-0, Legal Authority: -
6.E, Code

T, Position Tille and Hurber:
SECRETARY (04)

B, Pay Plan: ==

4, Dee Codez (315

W, Grade'Lavel: 05

1. SeepRate 10

12. Total Salanz 35112

124, Basic Pay: 31262

12B. Locality Adj: 3320

12C. Ad). Basic Pay: 35112

120, Dther Pay:

13, Pay Basis  PA

W, Hame and Lecation of Postion's Drganization;
HE CECDM

RESEARCH, DEVELOPMENT, & ENGR [TR
SPACE & TERRESTRLAL COMMUNICATIONS
DIEMOUNTELVEEMNSOR NETWORKS (IGBG)
FT BCrMOUTH, rU 070G

T0: Posstion Title and Bumber

6. Pay Plan:

7. Dee Code:

18, Grade/Lovel:
14, StepRate:

A, Toral Salan:
208, Basic May
208, Localing Adj:
20C, Ad], Bagic Pay:
200, Oikver Pay: 0
1, Pay Hasts

&2, Hame and Lecation of Position's Organization:

4]
ST e RN S R [ o e
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This section contains employee and position data (similar to what is shown on

page 3 of the RPA in DCPDS).

=X AP Viewsr - Miciosofl Indeinet Euplonss

23, Weterans Freference; 1

24, Tenure: 1

20, Agemcy Use:

26i. Wederans Preference for REF: N

21. FEGLE ED

0. Anmuitant Imdicatar: 9

2. Pay Radn Doterminant: &

0. Rediremant Plan: 1

M. Senvice Comp., Datelleave): 12574
32, Wark Schedule: F

33. Pant Time Howrs Per BiWeekly Pay Pediod:

o T U e e s s e

34, Position Dccupied: 1

35. FLEA Category: N

36, Appropriation Code:
BII7RIHESKE

37. Bargaining Unit Status: ARITEG
30. Duty Station Code: 341065005
19. Dunty Seation: FT MONWOLTH / MORNMOLUTH £ NEW JERSEY
40 Agency Dataz

4. Agancy Data:

42, Agancy Datas

43, Agency Data:

14, Agercy Data:

45, Education Level: 13

46. Y7 Dogree Antained Degree: 1571
47, Academic Discipline: 230101

40, Functional Class: (00

49, Clelzamnship: 1

fill. Vednrans States: N
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Panel 4 e The Remarks section contains any remarks that have been added by the
CPOC (these are the remarks that are shown on the final NPA when the
action is processed).

e The Current/Last Box and Coordinator sections show who currently has
the action or who has had the action in the past (respectively).

JIII'.& Yiemapn - Miciosoft |nbeened [ aploses

[Baghoeizing Oficial Theved

Alidrgss | et
| 12N7A12 &:41:3

HARTSONCOP - i
JABC_INBOXICOPD |er " | H0LEE

Growp Box labex Namo Email Adiresa Pﬂ'mmP*‘"*

rs PLOPASSPCOOTERG - | ly 33 f2am 12T
HALCPAATDICAG F39 pagrss amt Ll

ELRDODMGSIOSMER - | he 21202 gl

ALRDSTMGRIZESMGA - po (2120 g

T T
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Review and Analysis

Purpose The Review and Analysis application provides users with various statistical
reports about their civilian workforce population as well as personnel action
timeliness reports.

e The population statistics report shows such things as numbers of
employees, number of supervisors, minority/non-minority statistics,
male/female statistics, grade levels, career programs, education levels,
etc. From this report, you can drill down and examine individual
employee and/or position records.

e The timeliness reports cover various personnel actions -- fill actions,
non-fill actions, and classification actions -- showing amount of time in
management, in the CPAC, and in the CPOC. These reports are based on
closed personnel actions. From these reports, you can drill down to
examine individual personnel actions.

Related tools e Inbox Statistics II, page 64, provides timeliness information about the
processing of open RPAs. It can also be used to locate and view a
specific (open) RPA.

o Employee Data, page 25, provides personnel information about specific
employees. It can also be used to locate and view RPA(s) for a specific
employee.

e RPA Tracker, page 97, provides access to RPAs for specific employees
(based on the RPA number).

o NPA Tracker, page 79, can be used once a personnel action has processed
and a Notification of Personnel Action (NPA) has been generated. With
this tool you can view either the NPA or the RPA.

Population Statistics
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The population statistics report in the Review and Analysis tool provides data
about the civilian workforce. Once displayed, you can view the report using
any of the following options:

e CPAC

location

e (Career program
e Command
[}

Education group (e.g., high school graduates, some college, bachelor's

degree, etc.)

e Grade group (e.g., GS 1-4, 5-8, etc.)

e PATCOB (professional, administrative, technical, clerical, other, blue

collar)

e Series (occupational series)
e Supervisory group (first line supervisor, leader, manager, etc.)
e UIC (unit identification code)

Functional class (applicable to scientific and engineering positions only)

Follow these steps to view this report:

Step Action
1 From the ART main menu, select Review and Analysis.
2 From the Review and Analysis menu, select AF Population

Statistics.

43 Army Regional Tools - AGMAAASPCO21 - Micros

ART 11 4

Navigation: Main » Review and Analysis

AF Population Statistics
+ Classification Reports
+ Fill Time Reports
Non-Fill Action Report

Menu ltem Descriptions
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On the layout window, click on the <Proceed to Population
Statistics> button:
a Army Regional Tools - AGMAAASPCD21 - Microzoft Inte

ART 1.1 -

Review and Analysis; AF Population Statistics

Please Select the Overall Layout:

AF FPopulation Statistics || View Layout Details

Froceed to Fopulation Statistics

When the report displays, it is sorted by CPAC location by
default. You can select from the various radio buttons at the top to
view the data in other ways (by career program, command, etc.).
The columns of the report otherwise remain the same (supv ratio,
total population, etc.). The illustration shows the data presented
by education level:

N Aumy Hugusnal Tamals - ALMAAASPIIE - Muzosll Inberad Eplanm

ART 1.4 «F =% @ A% T 2 Reviewand Analysis
Hererw and Aalyeis, AF Poprlatan Staetics, Layoul - AF Papubbon Staics, Pasition Type NJPR| =
Groupings

© CPAC Location 7 Carsar Prograrn © Cammand | @ | Fducation Grosn © Functional Class T Grade Group & PATCOR T Seres T
Supervisory Group T UIC

Tatal Papulation
| Male male  Total | Male | |
(27 - « HIGH SCHOOL 191 &5 13 554 8
G : | e 748 s047| 1256] | s7s|

Fdugation Group Supv Halin

151 | m4r|  mem| esw| | Ak

i B Z

Bl o

41 1% 41 o |
5:1 00 79

(99 - UNKNIWHN GROUP 171 e 118

(TaTALS 10:1 2202 11619| 333 3274 2007 5453 18 S48zl A

I Il I *¥ou can only view 1000 or lzsz Employses
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4 ¢ You can further narrow down the report by clicking on one of

(con’t) the links in the left-most column (in this case, Education
Level), and once that displays, selecting additional radio
buttons (CPAC, career program, command, etc.).

e [fdesired, you can view the data that comprise the report by
clicking the <View Details> button at the bottom of the report.

Note that you can only view records in groups of 1000 or

less. This is true throughout ART. It will not be a concern if
you have access to less than 1000 records, but if you have
access to more than that, you may run into this on occasion.
To view details from a report with more than 1000 records,
you must first narrow down the number of records by clicking
on one of the links, then, if necessary, select a different sort for
the selected records (e.g., by CPAC, command, grade group,
etc.).

5 Here's a sample of the "Details" screen from Career Program 10

(Civ Pers Admin):

2 Army Regional Taols - AGMARASPLOZY - Micissehl |nbemel Exploss
ART 1.1 =i EEE n) i@ AF TH o #  Reviewand Analysis

Papulation Statistics; Layout = AF Population Statistics; Pasition Type = APFR j

Groupings, Carver Pragram = CIVILAN PERSONNEL ADMMISTRATION
Sorted by Marme

1974-03-18C5RS
=

| GS g2 12 pe 106893 JALEWAGYAANC

| G5 02 m 1] RA151  AGSEWIJAMAFGE

| 55 0 m 04 RATID  AGHANWINAARD
GS 0 s po AEE

200840802 05 - MASTERS = DOCTORATE:

BAWAMKAAEE
ALY

I L - N - = =T

From here you can click on the links in the "Name" column to
display a particular employee's record, or the "Job Number"

column to view the position record (similar to that seen when
using Employee Data, page 25).

Timeliness Reports

Purpose The timeliness reports in the Review and Analysis tool provide information
about the timeliness of processing classification actions, fill (recruit) actions,
and non-fill actions. The procedure for generating each of these reports is
similar, so we will use fill (recruit) actions as an example.

Step Action
1 From the ART main menu, select Review and Analysis.
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From the Review and Analysis menu, select Fill Time Reports (or
Classification Reports or Non-Fill Action Report):

/3 Army Regional Tools - AGMAAASPCO021 - Micros

ART 11 4

Navigation: Main » Review and Analysis

AF Population Statistics
+ Classification Reports
+ Fill Time Reports
MNon-Fill Action Report

Menu tem Descriptions

From the Fill Time Reports menu, select Last 4 Quarters (the only
option at this time):

a Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

Navigation: Main »Review and Analysis = Fill Time Reports

ART 1.1 N

Last 4 Quarters

Menu ltem Descriptions

Next, click on the <Proceed to Fill Time Report> on the layout
options screen (this screen is not shown).
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When the report displays, it is sorted by CPAC location by default,

and shows the average length of time recruit/fill actions spent in

management, CPAC, and CPOC.

e The classification report shows the same information for
classification actions, but also distinguishes between "routine"
and "non-routine" classification actions.

e The non-fill report shows the same information for all types of
personnel actions other than recruit/fill, e.g., career promotion,
LWOP, awards, etc.).

¢ You can select from the various radio buttons at the top to
view the data in other ways (by command, fiscal year, month,
NOA (nature of action), quarter, or UIC). You can also select
one of the CPACs by clicking on one of the blue links at the

N Aamy Hegumnal Tool: - ABMAAASPIIEZT - Mucosoll Inbened Eeplan
ART 1.1 & E g & A %l Reviewand Analysis
e and Analysis, Fill Tina Roports, List 4 Guartors, Layout = Ll & Gl 500 Time Repord | Action Type = FillfRocui Acons, Date Closed = 3 Quartes Back thiou
L
|@lcPac € Command € Focal Year € Month € NOA O Quater € LIC
(- o s
008
6935
AT = 81,4 241
507 9678
o ez
LCPOC Time .
el LA 2837 2504
s 3394
08 S
CRAC T 601 b
| 18.81
A = ]
mgmt T | | | i B ree) 121
122 | 44 1230 #1.38
Actions w1 s @ i @b T4 e 188 T
CPAC ABERDEEN PROVING GROUND  ARL - ADELPHI ARL - APG CARLISLE COEBALTIMORE COEBUFFALD COECETROIT  COE MAD NEW ENGLAND COE NEW
Vi Al I *You can only view 1000 or less APA's
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If desired, you can view the data that comprise the report by

clicking the <View Details> button at the bottom of the report.

¢ Note that you can only view records in groups of 1000 or less.

This is true throughout ART. To view details from a report
with more than 1000 records, you must first narrow down the
number of records by clicking on one of the links (e.g., one of
the CPACs), then, if necessary, select a different sort for the
selected records (e.g., by command, fiscal year, etc.).

e Once the detail listing is on the screen, you can view the actual
personnel actions (RPAs) that comprise the report by clicking
on the "Smart Number" link. This will display the same RPA
Viewer window as the RPA Tracker, page 97. You can also
click on the links in the "Name" column to display a particular
employee's record (similar to that seen when using Employee
Data, page 25).

e You can resort the data using the <Resort Data> button at the
bottom of the detail table, or export the data to Excel for
additional analysis using the <View in Excel> button. More
instructions on these two functions is provided in the Running
Pay Problem Reports, page 59 (part of the Helpdesk chapter).

B fumy Heguonal Took - AGMAAASFUIT - Miciosodl brlemet Explores

mra T DO RS AZ W ) Roviewandanayss |

Reeview andl Avatysie, Fill Tene Reports, Lagl 4 Quarters, Layout = Las! 4 Otia £ Time Repodt. Colorized by ; Action Type = FilRecni Actons, Date Closed = 3 Duar|
Groupings; CPAC= ARL . AFG |
Sorted by Recuest Dale, Smart Number, Request Sequencs

025PR HACARAMOD 104572 PP . [E] A [GSIN02 | POOD06 02016 20020508 ACKS

OZIAN— WACARAMD  D77780 WFR 01 GEI0G-12  DOR0S0s D006 OGR4 G|

OIMAY ~ UACAOARDD  f107P0BE  pPP 71 | GSO3E04  COOROE 10 [OTIDE-13  DPO020513  (ACHRAL|

O20CT  HAGARAMDD 147306 LAl TRAMEFER | 'Fil D123 MRS ACKen

OIOCT  MACARAMOD  [1araiD A0 TRANSFER — Fo1 koo POT312-30 0021000 WCoie
Flesort Dats Viewin Excel

APAT mmn|mm.mmc Moy Persanngl

| ‘I'ﬂd| Time Time  Time Time |

FilRecil | & | 228 53 378 438

Chher 1] Ba, Na s s

RPAT | 5
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Suspenses (under development)

Not available This chapter is under development.
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